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Outlaok Print Message S l'ltq':rs:ﬂsnﬂ{lg.mail.live.conv’maili?rimMessaggs.aspx?qpids.“—-41336036....-

for weekend bindér -

Frotn; Todd Winer (I @hotmail.com)
Sent: Fri 10/05/12 1:22 PM

To: G2 hovse.cov; @ mail house. gov; I @il house. gov
Bee: [ G 21 house.gov; [ @mail hovse.gov; Riva Litman
B & mail house.gov)

3 attachments

10-9-12 FPIW Luncheon.doc (32.5 KB), 10.08.12 local media.docx (55.2 KB) ,

10.05.12 october media-updated.docx (97.1 KB)
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ok U EAD- Dr**

TO: CMR
FROM: Todd

MEDIA PLAN. WEEK OF OCTOBER 8, 2012:
WEDNESDAY. OCTOBER 10, 2012

Phone interview with Walla Walla Union Bulletin Editorial Board

TIME: 11:00-11:45 am

REPORTERS: Rick Eskil, Editorid Editor (cthers TBD)

POC: Rick Eskil, 509-525- 1 -

TOMCS: Y our re-election campaign

NOTES: You did the Eciforial Board interview with Rick in 2010. Sge their endorsement editorial indide.
THURSDAY, OCTOBER 11,2012 |
Sit-down interview with Spokane Spokesman-Review Editorial Board

TIME: 11:00 am-12:00 pm

REPORTERS: Bert Caldwell, Editorial Page Ediitor (others TBD})

POC: Bert Calawel!, (509) 459-

TOPICS: Your re-election campaign

- NOTES: Your last Ed Board meeting with the Spokesman was in Augudt 2011 with Gary Crooks (an editorial
writer), Ackly Hatch (their City Editor), and Stacey Cowles (Publisher). Bert Caldwell was onvacation.

Bert will bethere on Oct. 11, and while who will join him is TBD, it's likely Gary and Jonathan Brunt
(who'scovering your campaign) will be there, and possibly Stacey and Addy, and maybe 1-2 other
reporters. | doubt Jim Camden will be there.

You also met with several Spekesman reporters during your campai gn kick-off in Aprit 2012,

in 2010, the Spokesman endorsed you for re-election. See their endorsement editorial inside
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Do ic 1ssues:

1) Economy/Jobs
Main Foints:

+ Themost mrportmhswefacmg our country is creating jobs
» | voted against the Big Government policies that falled (TARP, stimulus, health cae Iaw}
« | am supporting the palicies that will work (fax rdief, BBA, energy independence, health cere repeal)
« ‘Weneed o chenge course + plt “peoplefirgt, not Government”
o “Solyndra Economy vs. Keystone Economy”

CMR Accomplishments;

« | haveintroduced over 20 bills that would create jobs
o Hydropower bill passed House
o FDA regulation bill was signedinto law

« TheHouse has passed over 40 jobs bilis, but the Dem Senate passed only a few of them
o Those that passed = 1099 requirement, 3% withholding penalty
o Those that are languishing = REINS Act, Small Biz Tax Cut Act, EPA Reg Relief Act

« | amadvocating for tocal priorities
-~ o Wehave made good progress on Fairchild, N/S Freeway, rural heelth, & others

Key Facts:

« President promised thet if Congress passed stimulus, unemployment would never reach 8%

» National unemployment rate has been above 8% for 43 straight months (fongest since Depression)
« 1 0Lf of 2 college grads are either unemployed or underemployed

= Keystone Project alone would creste tens of thousands of jobs

Press Releases:

CMR Attacks Senate Failures at L.eadership Press Conference (9/20/12)

CMR Receives NFIB Guardian of Small Business Award (9/13/12}

CMR Reactsto A Jobs it (9/7/12)

CMR Receives U.S Chamber Spirit of Enterprise Award (3/29/12)
CMR Prai ct (3/812)

CMR & Republican Leaders Hold Press Conference Marking 3-Year Anniversary of Failed Stimulus (2/17/12)

CMR Opposes President’s Decision to Reject Keystone Project (1/18/12)
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4) Spending/Debt
Main Points:

Explosion of govt debt in recent yearsiskey reason for slow economy & threat to American Dremi
We need to get our fiscal housein order

Washington has a spending problem, not a revenue problem
i support the Ryan Pian & BBA :

Sticking with the status quo — record spending & debt —isa path to economic ruin (look at Greece)

. & & % »

CM R Accomplishments

+ Votedagainst TARP, dimulus, & rasing debt ceiling without spending cuts
« Votedfor“Cut Cap, & Balance,” “Budget Control Act” “Ryan Plan” and BBA
« Introduced iegigtation to stop US participation in Euro bailouts ($100 biliion at risk)

Key Facts:

Under Obama, federal spending has grown by 30% & national debt has grown by $5 triition
The national dett is $16.1 trillion (larger than our entire economy)

President’ s budget would add about $10 triliion in debt over next 10 years

Every American owes $50,000 as hiv'her share of national debt

In 10 years, their share will be $80,000 per person.

Ryan Plan would cut projected increase in govi spending by $5 trilfion over next 10 years
49 out of 50 siaes havea BBA

" & 2 & » ¢ &

Press Releases:

CMR Applauds Passage of House Budaet (3/29/12) _ ‘
CMR & Republican L eaders Hold Press Conference Marking 3-ear Anniversary of Failed Stimutus (2/17/12)

CMR Siatement as Senate Reaches 1.000 Strajght Days Without Passing a Budget (1/24/12)
on Bala ment Vate (11/18/11)
CMR Receives " " Rati uncil for Citizens Adgainst Government Waste (10/4/11)
CMR Votes for Budget Confral Act (8/1/11)
CMR Votes for "Cut, Cap, & Balance” (7/19/11)

CMR Applavds Budget Agreement (4/9/11)
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riculture/Farm Bill .

Main Points:

« Assomeone who grew up on a fam in Eestern Washington, and then helped menage my. family's orchard and
fruit standerd, | know first-hend the challenges facing our family farms and renches.

«  With agriculture being Eastern Washington’s number one mdustry thereis no question thet we need federa
. pdliciesthst support cur farmers.

» The Americen farmer has fed the world for over 100 years, kept our nation's food prices |ow as a percentage of
income, and done the most to combat poverty around the wordd.

- Inaddition, food security isagrowing concern. We cannct allow what heppened to America’s energy industry
happen to cur ag industry, in which we becormne nesdl essty dependent on the good graces of other nations to mest
one of the most besics needs of life.

Farm Bill:

»  With the current farm bilt expiring on September 30, weneed anew farm bill to teke effect, and our top priority
must be ensuring thet farmers have a safely net to Keep them in business,

= | support the House Agriculture Commitiee’s version of the farm bill, and | wrote a lefter to Speaker Bochner and
|_eader Cantor encouraging them to bring it toa fioor vote before the bill expired on September 30.

= Unfortunaely, the traditionally bipartisan farm bill got caught in theWammgton D.C. fly trep end the House
adjourned in late September without voting on the bill.

« Theproblemis, wedon't have the votes. _
. o Asof foday, most Houss Democrats and a small number of Republicens oppose the farm bill. -
o They oulnumber the bill’'s supporters, which include the maority of Republicens and a small # of Dems.
+  When Congress reconvenes after the November dlection, Spesker Boghner has committed to address the farm bill.

~  With the election over, we have good reason to believe that many Members who currently opposa the farm bil
will beready to supportit. Andwith their support, wewill get the bill passed.

» Dueto Congress' extension of the federal government's funding for the next six months in what's known as
the *Continuing Resolution,” even without anew farm bill in place, there will nct be disruptions to Eastern
Washington's ag industry between now and the "lame-duck” session.

o Programs for Washington' s wheat indusiry, for example, are wsll-funded for many months. The samels
true for cther industries.

o Theexpiration of the farm bill — while diseppointing — shauid not have anegative impact on Eadern
Washington® s economy.

+ 1 will continue advocating pubiicly and behind the scenes for the farm bill.
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« lwilldso contmue to support pdiciesthat expmd markels for our farmers, reduce their energy costs, increase
thelr water supply end assure the future vitelity of our lend. -

McMor ris Rodgers Attacks Senate Fallures at Leadership Press Conference _
9/20/12

Washington, DC — With the Senate scheduled to go out of session tomormw Rep. Cathy McMorris Rodgers
(R-WA), Vice Chair of the House Republican Conferehce, hightighted the Senate’ s failures and the House s
achievements during today’s House Republican L esxlershi p press conference.

With the Senate's acjournment, a host of critical issues— from extending the current tax rates to passing a
budget to passing pro-growth legislation — will move to the * lame-duck” session of Congress after the election
fueling more uncertainty among America’ s job creators and holding back America s economic recovery. A
transcript of her ramarksis below. To watch thevideo, click here

“ Spesheer Boehner often asks the question, 'Where arethe jobs? To answer that question, we may nead to ask
another question, which is ‘Where Is the Senate?

“We' re gpproaching the end of this Congress— the 112t Gongress— and there’ sonebody that' s passed a
budget. That's us, in the House.

“There' s one body that's taken action on dozens of jobs b|l|s

“There' s one body that's extended the current tax rates, _ :
“There's one body that's taken aciion to protect our national security.
" So we ask,‘Where is the Senate? And whereisthe leadership?

“ Presi dent Obarma has the worst jobs record of any President since Hoover. He' Sadded more to our debt then -
any President in history.

“The House has acted during the 112‘h Congress, We have taken action. We have been rwponsab{e We have
been putting forward our solutions.

“ Unfortunately, the Senate has backed up the President. They've protected the President. A rd so many of
these decisions now are going fo be delayed until the *lame-duck’ session.

“And we're going to beready. We're going to be ready with constructive, positive solutions. We te going to
be ready with the solulions that get Americansback to work, get our sconomy growing, address the debt, and
make sure the American Dream stays alive for the next generation

“
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“Women's M aterial

“Why? They didn't like the direction Obama was taking USA: they stilt don't likeit -
*Economy (2 cut of 3 new husinesses started by women)

*Budget (rno-st budgets are done by women; concér ned by huge debt-)

*Health Care (80% of health car¢ decisions)

*These aretheissues women care about

*Romney is focused fike a laser on theseissues

*What' s the Obama strategy? “ Distract and divide”

*Can't run on last 4 years, * don’'t want to talk about the next 4 years

*8o we.get a lot of phony issuesto divide Americans by groups...

*Gender = War on Women™ (myth; deliberate campaign by Demé.to scarewomen)
*Class = Buffett Rule

*Age = Student Loan Controversy

*Vélu&e— Gay Marriage

* Romney is going to stay focused on the real women care about & tha; s why he!s going to do Very:
well among women

Other Facts;

*Thereare 24 House Republican women
*4 of the 6 women Governors are Republican

Summary of War on Women:

+ TheDemshavewaged several frontsin this® War on Women® campaign, but it's all a myth
(ther€ s never been a GOP effort to take away contraception, repeal VAMA or end “equal pay for .
equal work” ).

» Onthe“conscience clause' debatein particular, it was Dems who wer e changing the status quo; it
was the GOP who was protecting established taw with protectstheright to conscience in employee

health plans. That'swhy |’ve been saving the Dems are actually waging a “ War on Reality.”

w
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Q. What do you think of Gov. Romney’ s comments that 47 percent of Amencans are” dependent” on’
government and see themseives as “ victims?” :

A. Well, asthe Governor acknowiedged, his comments weren't elégamiy sdted” and just tike when President
Obama told his supporters that a 1ot of Americanswere “bitter” and shouldn’ t “ clmg to guns and religion,” :
political leaders can say things which require more context.

InGov. Romney'scase, the context is— President Obama promised fo cut the deficit in hdlf; instead he's sent

the deficit skyrocketing - $1 trillion every year for the last 4 years (an dl-time record) — and one of themain -

reasonsit' s so hard to reduce the debt — which is so critical to our children’s ability to live the American Dream
—~isthat once people gart recelving more monegy from the government, they become dependent on it, and after

that, it's very hard to cut the spending and cut the debt.

Presi dent Ohama has encouraged this pattern of dependency. You see that, for example, with welfare reform -
OCbamawaving the work requirements which made welfare reform so successful back in the ' 90s.

What Gov. Romney is trying to say isthat we can't grow our economy unti] we reduce the size and scope of
government, and wecan' t reduce the size and scope of government untii we get more people workingin the
private ecanoiriy, not relying on the government as their main source of income.

And this has nothing to do with seniors or veterans or peoplewith disabilities. We're talking able-bodied
Americans in the private economy. We have to do everything we can to unleash the private ssctor and get back
to full employment.

_ Gov. Romney has.aplan to do that, and if given achance to implement it a5 Presi dent, he will succeed, -

w
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KREM'S“IT'SYOUR TIME” VIDEO
Hi, I’ mCathy McMoms Rodgers.

Whern | was growing up on my parents’ farm, | could never have imaginéd that one
day | would have the opportunity to serve in Congress.

...1 wasthe first in my family to graduate from college...
... worked my way through college at placeslike McDonald's...
...And after graduation, | helped manage my family’ssmall business...
In 2004, | was humbled when you fi ret lected me to Congress...
...And since then, I've worked every da:,} to be worthy of your trust.
During the past 8 years, I've fought for

 pro-growth policiesto create jobs ...

+ common sense health care reform. ..

+ an“all-of-the above® energy strategy ...

+ belter stewardship .of-.our farms and forests...and

« Keeping our promses to our servicemembers, veterans, md thelr
families.

I’'ve led the charge on issues that uniquely affect Eastern Washington - -

« Working in a bipartisan way fo bring the new tankers to Fairchild Air
Force Base...

« Securing funding to complete the North-South Freeway ...
8
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-« Protecting rural hedth care... and
» Expanding hydropower.

On a personal note, X ve also become a wife and mother (and thése will always be
my dearest accomplishments). :

Looking back, | truly believe that |’ ve lived the American Dream...

...And that' swhy |’ ve always seen my Number One goal in public life as
presarving that Dream for our children and grandchildren.

And yet —like many of you —~ I’ m concerned the American Dream isin danger.

The national unemployment rate has been above 8% for the last 3 and a half years -
the longest streak since the Great Depression.

There are 23 million Americans who want a full-time job but can't find one.

For those of uswho do have jobs,,, wewill have to work half the year inorderto
pay our personal share of all federal government spending.

The national debt is growing $4 billion every day,,, $1 trillion every year,,, andit's
now larger than our entire. economy. -

As your voice in Congress, | opposad the Big Government policies that failed.
| voted against the Wall Street bailott. ..

| voted against the trillibn—dollar stimulus....

And | voted against the government takeover of health care. ..

But I’ve done more than just vote “no” on the policies that failed.

|'ve also been a champion of the policies that will work.
9
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Durmg this session of Congress, | voted to simply our tax code and stop arecord -
tax increase scheduled to take affect just afew months from now. '

| voted for a budget that curbs government spendl ng while protectmg our
vulnerable, including our seniors.

| voted for a Balanced Budget Amendment to stop the crushing debt burden we're
leaving our children and grandchildren.

| voted to approve the Keystone Pipeline —a project that will lmprove our energy
security and create tens of thousands of jobs.

| voted to repeal ObarnaCare and to defund it.

Overall, | voted for over 40 jobsbiils that passed the House.
Some of them passed the Senhate and became law.

But far too many died on the Senate’ s doorstep.

We need change.

We need a bresk from the status duo.

We need a new spirit of_cobperation between the pérti&‘. .
A new commitment to common-sense solutions...

Getting back to basics... |

Putting PEOPLE first, NOT the government...

And unleashing the power of “free minds and free markets.”

That'swhy | humbly ask for your vote.

10
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| want keep fighting in Congress for the “change we need.”

| have the passion for it, and | have the experience to makeithappen.
While these are challenging times, | believe thereis hothing wrong with the
American government that can't be cured by the wisdom of the American
people...And if we listen to the people — and stop the growing power of
Government — | know that America's best days are still ahead.

To learn more shout my plan, go to cathyforcongress.com

With your support, | will keep fighting in Congress for the ideas and values that
meade America great, and that represent the best of Eastern Washington.

| humbly ask for your continued confidence, and your vote.

11
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McMorris Rodgersshou[d be returned to USCongress

The $pokane Republican represents her rural Eastern Washmgton d! stnct well
By WALLA WALLA UNION-BULLETIN '
Thursday, October 14, 2010

Rep. Cathy McMorris Rodgers continues to do a solid job representing her conservative Eastern
Washington congressional district. Werecommend votersreturn McM orris Rodgersto Congress for a
fourth term.

M cMorris Rodgers, a Republican from Spokane, hasa firm grasp on issues important to this rural
region.

She hastaken a keen interest in the situation at the Jonathan M. Wainwright M emarial VA Medical
Center. She regularly mectswith administratorsand VA officials to ensure progressis being madein
upgrading care at the Walla Walla facility.

M eM orrisRodgers, along with Sen. Patty Murray, D-Wash., was refentiessin her offort to makesurethe
lacal medical center remains open to serve the veteransof this region.

McMorris Rodgers' challenger, Democra Daryl Romeyn of Spokaneg, |senthusiastic. Heign't, however, a
traditional Democrat -- or even a tradifional congressional candidate.

Romeyn worked as TV weatherman i n Spokane for years before logng hisjob this spring for economic reasons.
It was then he opled to jump into this race as aDemocrat even though he Is best described as an independent.
He has besfs with both political parties and supported Republican Johh McCain for president in the fast
election.

Hisenry info therace rubbed the Democratic establishment wrongashe knocked off its endorsed cand dete, '
Clyde Cordero, inthe primary.

Romeyn seid he decided to run as aDemocrat because he needed a tabel from one of the two major parties to
have any chance to win. He went Democrat becatse he said he now finds himself agresing with Demotrats
maore often than Republicans.

If elected to Congress, Romeynwould likely be a maverick irking both parties in short order.

For those [ooking to meke a protest vote aimed &t Republicans or Democrals, Romeyn is avizble option.

But Romeyn isn't prepared to serve in Congress. His knowledge of theissues is somewhat shallow. Heis
learning as he goes. Romeyn is sharp, very energetic and easy to like. Perhaps he needs to make a run for a loca
or giate office.

M M orris Rodgerd extensive experiencein the statel_egislature has served her well in Washington, D.C.

M cM orris Rodger s understands how to get things donein Washington, even as a member of the minority

And when she focuses on issues she doesit like a laser. Right now M ¢M orris Rodger s sees reducing
12
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federal spending asthe nation' stop priority. She believesa balanced budget amendment tothe
- Congtitution isthe answer.

Asweve sadin the past, McMorris Rodgers often takes principled standsand do& not back away from
confrontation. She believesi in what sheis doing. .

M cM orris Rodgers hasearned afourth term in Congress.

13
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Bert Caldwell

Bert Caldwell is the editoria page editor for The Spokesman-Review in the Admi nistration department.

Gary Crooks

Gary Crooks s an associate ecitor/editoria writer for The Spokesman-Review inthe Opinion department.

Jonathan Brunt

Jonathan Brunt is areporter for The Spokesman-Review inthe Local. news department.

Addy Hatch

Addy Halchis city editor for The Spokesman-Review inthe Loca news depariment.

14

VRS SRR SPRRRRRe_—— s - - -~ - """ -~~~
TW_0853
13-0906_0129



Edltorlal McMorris Rodgers capable of tough j ob

' TheSpokman-RewaM Oct. 12, 2010

U.S. Rep. Cathy McMorris Rodgers would like a fourth temin Congrees, and Democrats in the 5th-District-
aren't putting up much resistance. They threw thair support behind lithie-known caridate Clyde Cordero in
the primary, but hewas defeated by Daryl Romeyn, who is best known for forecasting the weather on jocal
TV stations He gave up that profession a while back and is now a full-time organic farmer. However, when it
comes fo theimportant issues in thisrace, heis partly cloudy. Romeyn is sincere in his quest to join Cangress,
but foo often his response to questionsis: “Again, | don't have specifics”

Romeyniobs the tired * career politician” label at McMorris Rodgers but says the district’ s best-ever
representative was Tom Foley — and we don't disagree — but Foley was as entrenched asit gets. Romeyn
correctly notes thet a representative’ stask is fo listen, learn and legisiate, but it is a candl date’ s task to get past
the first step in formuiating hisown ideas, We re not sure who hewss listening to in making trail breaksin
rational forests a centerpiece of his campaign.

M cM orris Redgers cruised to victory two years ago in a difficult year for Republicans. That'svery likely
to happen again, but that doesn’t mean she should not bechallenged on her ideas and accomplishments.

Shehas bemoaned thetoxic atmosgpherein Congress ever since joining in 2004. Sadly, it has gotten worse.
Sheisa part of the Republican leadership team (and the only woman), and would presumably remain
thereif the GOP takes control of Congress. She could be well-positioned to help the district in such ateas
as preserving the mission at Fairchild Air Force Base, transportation, trade and agriculture.

But such power carriesa duty to reach acrossthealde on tough issues that will require bipartisan
consensus. Reining in long-term deficits is chief among those challenges. McM orris Rodgers has shown
promise in building relationships with Democrats. She points to her work (againg the party’ s wishes) on
setting humane standards for disciplining special-needs children in schools.

We don't agree with her on social issues such as abortion and gay marriage, but she hasn't pr&eseci those
issues in office.

She correctly notes that the bucdgeting process in Congress is broken, because there are no limits on borrowing
and spending. She acknowledges that Republicans haver't followed through on their appeals to restraint, which
iswhy they took their lumps in the 2006 and 2008 elections.

Her messageis to give Republi cans another chance. 1t looks like they will getit, but sheneedsto do her part as
a party leader to squel ch the acrimony with Democrats skl tea party activists before realistic solutions to some
very big fiscal issues are resolved.

McM orris Rodgersistheeasy call in this race, but her task will be formidable.
Get more newsand information at Spokesman.com

16
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'CONFIDENTIAL

Murphy, Shaughnessy

From: Fendrich, Loulse

Sent: Tuesday, October 09, 2042 11:08 AM
Tor Murphy, Shaughnessy

Subject: RE:

Attachments. OctBSehedule.doc

Loulse Femdrich

Directar, Constituent Relations
Congresswoman Cathy McMoreis Rodgers (WABS5)
1@ North Post, Sulte 625, -Spokane, WA 99281

P: 509- 353~-

W, mcmormsr-odp,ers house gay

~~~~~ Original Message~~~--

From: Murphy, Shaughnessy

Sent: Monday, October 88, 2812 2:19 PM

To: Fendrich, Louise

Subject:

Hey Louise,

Can you send me a copy of the schadule for the week as soon as you can.

Thanks

Shaughnessy Murphy
Office of Rep. Caihy McMopris Rodgers

sent From blackberry

SMOCE-0340
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TUESDAY, Oct ¢
10:00-10:30am

Pick upiTrénsport o KSPS

10:30-11am -Prep

11:00-12:00 Debate 1t KSPS

12:00-12:30 Fransport

12:30-1:30 Introduce Santoruoy/Event (Shaughnessy, Diek)

1:30-2:00 Trangport (Dick)

2:00-3:00 Caterpillar (Shaughnessy, Dicl, Lonise)

3-3:30 Transport (Dick)

3:30-4:30 Tour Wear-Tek (Shaughnessy, Dick, Loutse)

4:30-5:00 Transport |

- 5:G0 Trova Heffermait (phone interview)

WEDNESDAY, Oct 10

7:30am Pickup/Transport to DO

7:30am Phate in to John Carlson radio show - XVI in Seattle from DO

8-9am Roundtable with Employee Owned Businesses
Maotion Auto (see illvite Teport) -
Yoke's 021-2202 Confirmed
Healtheare Resource Group 1-800-452- I
Pacific Steel & Recycling 535-1673 Confirmed
Sturm Heating 325-4505 Confirmed
Landan Associates

95-930am Elizabeth Snell, wife of wounded warrior

9:30-10am Bill Botus, WWII Veictan

10-ilam Rick Desimone H Beniors Roundtable & Retive Sife Award

11-11:45 Phone intefview w/Union Bulletin

CONFIDENTIAL

SMOCE-0341
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1-1:30

1:30-2:30

- 2:30-3:00

3-4pm

4-4:30

4:30-5:00

5:30
THURSDAY, Oct 11
10:30

11-12

11:30-1

14

FRIDAY, Oct 12
6:30&111‘

T-Yam

- §-9:30
29:30-10:00
10:00-10:25

11:24am

Transport

Tour Downtown Spokane Renal Center

Transport (Sheila)

Political - Homebuilders

T fanspoﬂ

Mig w/Superintendent of Spokane Public Schools (Ryan)

Dinner Rod & Gigl Schoeidmiller

Pick Up /Transport
Editorial Board — Spolkesman (Todd)
Launch w/Larty Larison (Pawn)

Debate Prap

Pick up/Iransport’
bebaic

Transport

Mg w/DO Staft
‘Transport to Airport

Departure

CONFIDENTIAL
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Outlook Print Message R : hitps://bay] 64.mail .live.com/maillPﬁnMessages.aspx? cpids=82{987¢b...

FW:

From: Todd Winer (il otmail.com)
Sent: Thu 10/04/12 2:51 PM

To: @aol.com

One thought on Spokesman ed board interview next week - it might be good o not have any official staff
with cmr (perhaps someone from the campaign ltke Jessica can do it). We're in such a good position right
now it might not be worth the risk of a story fike "is CMR's staff bending campaign rules?" - also something
to consider from a Leadership angle. Or am [ overthinking things? '

> From: [ @ mail.house.gov
>To: GGG @ 2l house.zov G mail.house. gov
> CC: S @hotmatl.com

= Date; Thy, 4 Oct 2012 14:18:08 -0400

>Subject: RE:

>

> We are confirmed. More details to come. Thanks.
-

» -—-Original Message--—-

> From: Murphy, Shaughnessy ‘

»Sent: Thursday, October 04, 2012 1:06 PM

> To: Winer, Totd; Fendrich, Louise

> Subject:
-
> CMR would like to do the Spokesman Ed Board on Thursday next week,
.
> Todd - | believe you sald 11-12 was an option.
»
> If 50, let's do it then.
»
> Louise please put that on the calendar.
: ) _
> Thanks]
= .
> Shaughnessy Murphy
» Office of Rep. Cathy McMorris Rodgers
> .
> sent from blackberry
1of1l - ' 4/5/2013 3:36 PM
LUy
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CONFIDENTIAL |

U.S. HOUSE OF REPRESENTATIVES

EMPLOYEE HANDBOGK '

FOR THE OFFICE OF | l
CATHY MCMORRIS RODGERS .

This Handbook Is effective as of August 17, 2010,
It supersedes any and all prior employee handbooks,
personnel polictes and guidelines

ACKNOWLEDGMENT OF RECEIPT OF

1
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CONFIDENTIAL |

EMPLOYEE HANDBOOK FOR THE
OFFICE OF CONGRESSWOMAN CATHY MCMORRIS RODGERS

| acknowledge that | have received a copy of the Employee Handbook for the
Office of Congresswoman Cathy MecMorris Rodgers, (hereinafter referred to as “the
Office") and that | have read and understand the contents of the Handbook, |
understand the Handbook is intended to provide ma with general information about
policies and procedures of the Office that govermn my employment.

| acknowledge and understand that employment with the Office is at-will and that
all employees serve at the pleasure of the Office. Accordingly, [ have the right to resign
from my position at any time, and the Office can terminate my employment relationship,
with or without cause, or with or without notice, at any time, except, of course, the Office
cannat tarminate my employment for disariminatory reasons in violation of applicable

federal law. understand that by signing this Acknowledgment | do not waive my rights
under applicable. federal law.

I also understand and acknowledge that the Office may unilaterally change or
revise, with or without notice, its policies and practices, and such changes may affect
the benefits provided therein, Moreover, | understand and acknowledge that the
contents of employee handbooks, personnel manuals, benefit plans, policy statements,
and the like as they may exist from time-to-time, or other employment practices, shall
not setve to create an actual or implied contract of emplayment, or to canfer any right to
remaln an employee of the Office, or otherwise to change In any respect the
employment-at-wili relationship between the Office and myself.

I acknowledge that no one in the Office is authorized to make exception to this .
. understanding, except Congresswoman Cathy McMorris Rodgers, who must do so in
writing to be effective.

(Date) (Signature of Employee)

Process;: 1) Read and wndersiand; 2) sign and date; 3) subniit form to your office Staff dssistant within | week of
hire.

PURPOSE OF THE HANDBOOK
This Handbook has been prepared to summarize the personnel policies andg
procedures that are applicable to employees of the Office of Congresswoman Cathy
McMorris Rodgers (hereinafter referred to as "the Office”). You should read the

pd
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information in this Handbook promptly and thoreughly so that you have an
understanding of the policies and procedures of the Office. If you have any questions or
concerns, please discuss them with the Office Manager. Please recognize, howsver,
that this Handbook cannot anticipate avery situation or answer every question about
your employment; it-can provide only ah overview of policies and procadures. 1t is not
an express or implied employment contract or legal document, nor should its contents
be considered a strict interpretation of the policies, procedures or benefits that are
described in this. Handbook.

This Handbook is effective as of Nove'mber 1, 2008 and it supersedes any and all
prior employse handbaoks, personnel policies, and guidslines.

in order to meet changing circumstances, the Office reserves the right to change,
ravise, or rescind any of the policies, procedures or benefits described in this Handbook
{other than the at-will nature of the employment relationship) whenever, in its sole
discretion, the Office deems it appropriate to do so.  Policies and procedures are
subject to interpretation by the Office, and exceptions may be made in individual cases
at the sole discretion of Congresswoman Cathy McMorris Rodgers {herein “the
Congresswoman” or "the Member”), the Chief of Staff or the Deputy Chief of
Staff/District Director.

in addition to the policies contained in this Handbook, every employes of the Office has”
a duty to comply with all applicablé Federal laws, Rules of the House of
Represeniatives, the mandates of the House Ethics Manual, and Regulations of the

- Committée on House Administration (including those contained in the - Members’
Congressfonal Handbook).. .

Led
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f, POLICIES AND PROCEDURES
Manayiement Rights

The Office strives to serve the Member's constituents with profassionalism,
quality, and dedication, promptly and effectively. To reach its goals, the Office
reservas ifs rights as an employer to, at any time, with or without prior notice,
establish, administer and change wages, benefits, practices and procedures:
direct and discipline the staff; make decisions ragarding recruitment, hiring,
training, assignment, transfer, promotion, demation, layoff, recal! and retirement
of employses; establish the services to be rendered, and who shall perform the
work and at what rate; take action to malntain the securily of employees, facilities
and praperty, including without fimitation, inspections, searches and
Investigations in accordance with applicable taws; establish starting ang quitting
times; discontinue or close down any part of or all of the Office; expand, reduce,
alter or combine any one or more of the Office operations; and take whatever
other action I8 necessary in the Office’s judgment {¢ operate efficiently and
effectivaly.

The failure to exercise these or other management rights shail not waive the
Office’s right to do so at anytime in its sole discretion, or preclude the Office

from exercising any managerment prerogative in ways other than those described
above, :

The definition of “management” for purposes of this Handbook are: the
Congresswoman; the Chief of Staff; the Deputy Chief of Stafi/District Director;
the Legislative Director; the Communications Director; and the Office Manager.

Statement of Equal Employment Opportunity Policy

The Office Is an equal employment apportunity employer and does not
discriminate on the basis of an individual's race, color, religion, sex, national
origin, disability, miftary status, age or any other factors prohibited by applicable
federal law. This includes alt hiring, discharge, promotion, pay, benefits,
reassignment, and other personnel actions affecting the terms, conditions, and
privileges of employment. Additionally, accerding fo House Rule XXHI(9), the
Office is also prohibited from discriminating against an individual based an
marital or parental status. However, the Office may consider party affiliation,
doricile and political compatibility in making employment decisions.
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Personnel Records

itis the policy of the Office to keep personnel-related information
maintained in confidence to the greatest extent practicabls. Infarmation
from employee files will be relsased only as follows:

l to the employee at his or her written request to be provided by the
Office within a reasonable amount of time; :
f to third parties, as required by judicial arders, subpoenas and law

enforcement requests; and

! immediately to management with a need to know

Each current employee may review his or her own personnel file upon
written request and may request, in wiiting, copies of any or all information
contained therein, which shall be provided by the Office within a
reasonable amount of time.

It is important that the Office and the House Payroll and Benefits Office be

informed by you, Inwriting, on a timely basis, of any change with respect
to the following: ‘ '

! Your Name;

! Your Address; _

! Your Home telephone number:

! Your Employment Eligibility (Farm 1-8).

Itis your responsibility to inform the House Payroll and Benefits Office, in
writing and on a timely basis of any change with respect to the following:

! Yaour Beneficiary designation {for insurance and other benefit
plans); . .

t YourNumber of dependents (for income tax withholding and
insurance status/eligibility purposes); :

i Your Marital status (forincome tax withholding and insurance
status/eligibility purposes); '

; Any change in the humber of exemptions you intend to cldim on
your taxes,

In addition, it Is Important that the Office maintain an emergency contact far each

employee (In the event of Injury or liness) and that the employee promptly notify
the Office, in writing, of any changes with respect to the emergency contact.
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All changes in your personnel-related information and all requests regarding youy
personnet records should be directed to the Office Manager,

There is only ong persommel file authorized and maintained by the Office and that
persannel file is located and maintained in the Spokane District Office. The
Office Manager is authorized and responsible for maintaining complete, accurate,
up-to-date personnel records. The DC Office Staff Assistant is rasponsible for
ensuring that all personnel documents (originals and copies as appropriate)
related to the DC Office are forwarded to the Spokane District Office Staff

Assistant in a complete and timely manner, and of keeping the Office Meanager
fully informed of all personnel matters.

Nepotism

Members and employees are prohibited by law from appointing, promoting, or
recornmending for appointment or promotion, their relatives, except as discussed
below. Individuals with the following relationship to a Member may not be
employed by the Member:

! aunt ! haff-sister i son-in-law
! brother - ! husband ] stepbrother
! brother-in-law ! mother ! . slepdaughter
! daughter ! mother-in-law ! stepfather -
! daughter-inaw ! nephew ! stepmother
f father ! niece ! stepsister
; father-in-law Lo slster ! stepson
; first cousin Cd sister-in-law ! uncle
! half-brother | ! s0N ! wife

g
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if, however, a House employee becomes refated to the ernploying member (by
martiage), the employee may remain on the Member's personal or committee
-staff. Similarly, if a Member bacomes the employing authority of a relative who
was hired by someone else (e.g., the Member ascends to the chalrmanship of a |
Committee or subcommitiee for which the relative is already working), the :
relative may remain on the payroll. However, the Member may riot then give that

individual further promotions or raises, other than cost-ofiving or other across

the board adjustments. The statuté does not prohibit a Member from employlng

two individuals who are related to each ather, but not to the Member. (See

House Ethics Manual at pp. 272-273). Contact the Office Manager.

Every employse must certify relationship to any Member of Cengress on a
certificate of relationship form, available from the Office of Human Resources in-
B215 Longworth HOB or at htto/housensthouse.gov. I, at any time, the '
relatlonship of an employee to a Membet of Congress changes, the employes
must file an amended certificate of relationship with the employing office.

Payroll

Paychecks are distributed on the last business day of each month via direct

-deposit to the employee's chosen financtal institution. Questions regarding direct
deposit and possible alternatives should be directad to the Office of Payroll &
Bensfits at 202-225- 11

Attendance Policy

l. Basic Policy

Altendance and punctuality are essentlal to the efficient operation of the
Office, It is recognized that there are situations beyond an employee's
control that may create absenteeism or tardiness, However, the Office
cannot tolerate repeated unauthorized absences from work or tardiness in
reporting to wark, because such actions distupt schedules and create a
burden on fellow emplovees and the Office. Morgover, a Member is
prohibited from retaining an smployee on the payroll who does not
perform official duties commensurate with the compensation received.
{See House Rule XXI{8)(a)) .

i you are absent from or tardy for work for any reason, you must speak -
with your supervisor {or if your supervisor is upavailable, some other
management employee), as early as possible before the beginning of the
workday ar shift. Anemployee who arrives more than 15 minutes after hig
or her designated starting time is considered tardy.

8
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If you must teave work early, becauss of illness or other unavoidable
reasons, you are respansibla for personally notifying your supervisor and
obtaining appraval before departure. Absentesism or tardiness that is
considered to be excessive, in the sole judgment of the Office, or failure to
follow reporting procedures, may subject an employee o appropriate
disciplinary action up to and including termination.

| It Job Ahandonment

If you anticipate an absence from wortk, whether for the entire day or for
any portion of the day, you should notify the Office as far in advance as : |
possible, so that work schedules and asslgnments can be adjusted !
accordingly. If an empleyes is absent frotm work for three consecutive :
work days without notifying or abtaining advance approval frorn your

supervisor, it will be presumed that the employee has abandoned hisfher

position and his or her employment will ba terminated, axcept under

extenuating circumstances and In the sole discretion of the Chief of Staff,

I, Office Hours L '

Regular hours of operation are from 8:30 a.m. — 5:30 p.m., Monday

through Friday. Telephones must be fully staffed during Office hours. The

Offlce reserves the right to establish additional or modified hourg of _
operation depending on the schedule of the House or at the discretion of
the Cffice. . : i

IV. Lunch Period

Lunch periods are established by each employee's immediate supervisor
and, in all cases, will be no fonger than ane hour, without prior approval
from the employee's supervisor. Exceptions to this policy will be granted
consistent with the Office’s leave policy, as set forth later in this

- Handbook, or in cases where a staff member is requiested by his or her
supervisor {o attend an official function. Lunch periods for employees are
rotated to ensure coverage of the telephones at all times.

10
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V. 8now Days and Other Ccntinqencies

Employees are leqwred to be at work whensver the Office Is open. Wher
weather conditions ar other emergencles make it unsafe to travel to and
from work, the Office will be open for essential services only. This policy
goes into effoct only when rmedla reports Indicate federat government
offices are completely ciosed due to inclement weather, or when the Chief
of Staff or the Deputy Chief of StafffDistrlct Director has dstermined that
the Office will be closed. In addition, when inclement weather makes it
unsafe for a particular employee to travel, leave status wili be granted o
those employees who, due to unsafe weather conditlons, are unable to }
raport to wark, provided he/she submits a Leave Request Form (Appendix .

C) to hisfher supervisor on the next husiness day he/she is ahle to come
into the Olffice,

Time and Atfendance Records'

Time and attendance records will be kept for each employee. The Spokane
District Office Staff Assistant is responsible for maintaining proper records for al]
categories of lsave and ensuring that time and attendance are recorded and
reported properly by the employees. The Staff Assistant in the D.C. office is
responsible for ensuring that time and attendance are recorded and reported
properly by the D.C. employees, and is responsible for forwarding that

information accurately and timely to the Spokane District Ofﬂce Staff Assistant on
at least a weekly basls,

Employee Classification
Employees are classified Into one of the following two categories:

1. Employess who are exempt from the overlime requirements of the Fair Pay
Labor Standards Act as incorporated by the Congressional Accountablhty Act:
. Those who are not required fo be paid overtime for all hours worked in excess
of 40 hours in one work week. Exempt employees are expected o work

whatever hours are necessary to meet the job respansibiiities and needs of
the-Office.

2. Employess who are non-exempt from the overtime requirements of the Fair
Labor Standards Act as incorperated by the Congressional Aocmuntab:ltty Act:

Those who are required to be compensated for all hours worked in excess of
40 hours per week,

11
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The employse classification determination is based on the actual job duties and
responsibilities of the amployee.

The workweek for the Office begins at 12:01am on Sunday and ends at 12;00am
on Saturday.

Overtime for Non-Exempt Employees

The basic work week will consist of 40 working hours for non-exempt employees,
However, your supervisor may ask vou to wark overtime or to be available for

“duty othert than during nermal wark hours. Scheduling additional work hours
requires the prior approval of your supervisor or other apprepriate managemant
parsonnel and an overtimé preauthorization form (Appendix D) must he
completed prior to warkmg overtime, Failure to secure permission from the
appropriate supervisor prior to working overtime may result in disciplinary action,
up to and including termination.

Comp Time for Non~Exampt Hourly Employees

Non-exempt employaes who work mare thar 40 hours in a work wesek will be

compensated at time and one-half for all hours over 40, or will be given time off

at a one and a half rate in a subsequent work week within the same pay period

for hours worked aver 40. The determination of whether compensation will be in

overtime pay or ovettime time off ("comp time") wilf be made by the Office. Time i
off or compensation for overlime worked may not be transferred from one pay i
period 16 the niext. Only time actually worked {and not Holidays, annual leave, or i
sick laave), is counted as hours worked for purposes of calculating overtime

compensation.

Discretionary Additional Time Off for Exempt Salary Employees

In appreciation for an exempt salaried employee's extraordinary effort, an exempt
salaried employes who works three hours or moere on a Saturday, Sunday and/or
Holiday (“Holidays' are designated later in this Handbook) in addition to their
nonmal and customary work week, shall be eligible to request one day off from

 work for each Saturday, Sunday andlor Hofiday he or she also works In addition
ta thelr normal and customary work week (hereinafter referred to as,
“Discretionary Time Off").

In orderto have their request considered, the employes must submit a properly
completed Request for Leave Farm (Appendix C) fo hisfher supervisor, no later
then the next normal business day that the employee’s office is open. For the
Spokane office, bath the employee's supervisor and the Office Manager must

12
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approve the Discretionary Time Off. |n adciltlcn 1he requeqted Discretionary
Time Off must be proposed to occur within two weeks following the Saturday,
Sunday and/or Haliday that the employee worked; and must not result in the
employee having more than one extra consecutive day off from work (e.g. the
employee normally has Saturday and Sunday off,-and is requesting two days of
discretionary fime off, then the employee may requaest the next two Fridays off,

but may not raquest a cohsecutive Thursday and Friday, of a cansecutive Friday
and Monday off).

In no event shall Discretionary Time Off accrue or otherwise carry forward
beyond the two weeks immediately following the Saturday, Sunday andfor
Holiday that the emplayee worked. In no aevent shall Discrationary Time Off
exceed two days per month. [n every event, whather granted ar denied, the
completed request form, signed by the supervisor, must be delivered to the
Spokane District Office Staff Assistant for proper entry into tho Office records and
personnel files,

The approval or denial of a Discrationary sze Off request s entirely wﬁhm the
sole diseretion of the Office. |

Conflicts of Interest/Fthics in Government Act

All employees of the Office must strictly comply with the provisions of the
Ethics in Government Act, House Rule XXV and other applicable House
Rules regarding oufside incoms, gifts, and personal financial disclosure,
- Moreover, it is the responsibility of the employee to become familiar with
the requirements of House Ethics rules as well as the requirements of
House Rule XX, Failure to comply may be grounds for dismissat,

The Committee on Standards of Official Conduct has prepared forms for
financial disclosure, together with a detailed explanation of requirements
of the Ethics in Government Act. Questions regarding financial disclosure

may be directed to the Committee on Standards of Official Conduct at
202-225-7104.

Employees of the Office are notf to engage it sonduct that constitutes a
conflict of interest or a4 potential conflict of interest. In general, a "conflict
of interest” is any situation in which an employee's conduct in his or her
job coriflicts with his or her private economic affairs. In addition, page
186-187 of the House Ethics Manual extends the definition to situations
and circumstances which pose a "risk of impairment of impartial
judgment.”

13
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Generally, acceptance of gifis, other than from family and close personal
friends, is prohibited by House Rule XXV. Therefore, you must confact
the Ofiice Manager regarding any offers of gifts, money, or other bensfits
offered by a lobbyist or anyone that has dealings with the Offics.

Contact the Office Manager if you have even the slightest concern that
particular conduct, including but not fimited to, the acceptance of any gift,
might constitute a conflict of interest or a violation of House Rules or
Federal law,

Employees should err on the side of caution when confronted with a
potential conflict of interest and discuss the matter with the Office
Manager for clarification and rasolution,

Quiside Employment

Employees of the Office may not secure employment cutside the House
which conflicts with the performance of their officiat duties. Further, House :
employees who engage in private employment may not do so to the |
neglect of thejr Congressional duties, on “officlal time” for which a salary is :
received from the United States Treasury, orif the employment is gained

through the improper use of their official positions. 1t is the responsibility

of each employee to fill out the Outside Employment Authorization Form

(Appendix H}, lo submit the Form to the Chief of Staff, and to obtain prior

written approval from the Chief of Staff prior to accepiing or engaging (n

any outside employment.

In addition, certaln employees face limitations on ouiside emplayment and
earned mcome under House Rule XXV, All employess assume full
responsibility for complying with House Rules and federal law. Contact
the Cormmiliee on Standards of Official Conduct at 202-225-7103 if you
have any guestions about outside employment.

Upoﬁ separation from employment with the Office, certain employees are
prohibited from lobbying certain Members of Congress or their staff for a

pariod of at least one year. For mare infoimation contact the Committee
on Standards of Officlal Conduct at 202-225-7103.

14
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Campaign Work and Political Activities

Employees of the Office may engage in campaign work only on their own _
time, and only when thelr Campalgn Work Authorization Form {Appendix :
G) has besn pre-approved by the Chief of Staff in writing.

Official House propetty, squipment and resources may not be used for
campaign activities. Campalgn contributions may not be solicited on, or
for delivery to, House property.

~ The 2/28/96 Congressional Research Service {CRS) publication

 Gampaign Activities by Congrassional Employees, provides a good
surnmary of regulations that govern the participation of House employaes
in campaigns and campaign fund-raising. If you have any questions or
cohcems, contact the Office Manager.

Domestic/Foreign Gifts and Travel

Rules of the House and the Foreign Gifts and Decorations Ast govern your
conduct relating 1o fravel to foreign countries and the acceptance of gifts
or hospitality from foreign. nationals or governments. Employees are
required fo consult with the Committee on Standards of Official Conduct at
202-225-7103 regarding those laws and rules, and to nefify the Office
Manager in writing, before traveling to foreign countries on FHouse
business or accepting gifts from foreign nationals or governments.

Reimbursement for Ofiicial Expenses
Non-Travel Related Expenses

No employee may incur officlal expenses in excess of $50.00 per
week without the prior approval of the Deputy Chlef of Staff/District

- Director, “Official Expenses” are defined by the Regulations of the
Committee on House Administration as reflected in the Member's
Cangressional Handbook and are strictly limited to expenses
related to official and representational dutles for the district from
which the Congresswoman was elected.
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Travel-Refated Expenses

No pricr approval is required for requests for mileage
reimbursement,

Travel outside of the §" Congressional District for Washington
State office employees, and fravel outside of DC for DC office
employees, requires the pre-approval of the Deputy Chief of
Staff/District Direcior. Employees traveling outsids of their
geographic office area will be reimbursed not mare than $50.00 per
day for food plus $50.00 per day for non-mileage related expenses,
unless prior approval is ebtained from the Deputy Chief of
Staff/District Director. In general, no approval will be granted for air
fare expenses in excess of $450.00 round tip, for todging
expenses ih excess of the federal per diem for the location, and for
car rantal expenses not pre-approved, '

Procedure

Travel-related ticketing, rental car and lodging requests must be
submitted in writing to the Spokane District Office Staff Assistant for
District staff and to the Executive Assistant for DG staff at least 30
days In advance of fravel, or as soon as reasonably possible under
the circurnstances, using the Travel Request Form (Appendix E).,
You are responsible for making the travel, rental car and lodging
arrangements at the best possible rates and for holding those
resetvations, pending cost-approval by the Deputy Chief of
Staff/District Director and payment arrangements by the Spokane
District Offlce Staff Assistant/Executive Assistant. You may not
pay these expenses yourself and submit a request for
reimbursement; all travel-related ticketing, rental car and lodging
expenses must be pre-paid by the Office, unless other
arrangements have been pre-approved by the Deputy Chief of
StafffDistrict Director. - :

To be approved, requests for reimbursement for official expenses
must be on the House Finance Office appraved veuchers
{Appendix F}, which you may obtaln from the Staff Assistant for
your ofiice location. Only requests for reimbursement submitied in
accordance with the Regulations of the Committee on House
Administration as reflected in the Members' Congrassional
Handbook will be processed for payment.
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If the voucher s not propertly completed and/or is not submitted to
the Spekane District Office Staff Assistant within 30 days (for
cash expenditures) or within 60 days (for credit card
expenditures) then reimbursement may no_t he made.

Timely, properly fsubmitted reimbursement vouchers will be paid by
the House Finance Office through direct deposit.

Any procedural questions about relmbursement may be directed to
the Office Manager and/or to the District Office Staff
Assistant/Financlal Administrator.

The Frank

The "frank” is the ’cerm applied fo the use of the signature of a Member of
Congress on mall in fleu of postage,

All staff of the Office.should review the publicatton Regulations on the Use
of the Congressional Frank, published by the Commission or
Congressional Malting Standards (Frarwng Commlsglon) before sending |
- any mall for the Office.

The frank is to be used only forofﬁmal business. Under no circumstances
should the frank or other official resources be used for an employee's
personal mail. This rule applies to "inside mail" as well.

The frank cannot be used on mail to foreign countries (other than via ARPO
or FPQO boxes). Letters or documents to foreign officials should be sent in
care of the country’s consulate in the United States. If that is not possible,
weigh the letter/document and obtain the proper amount of postage from
the Staff Assistant in your District Office.

For mare information on franked mall, see Officlal Mail Expenses, of the
Mermbers’ Congressional Handbook as well as the House Ethics Manual's
discussion of the topic, Questions regarding use of the frank, and
requests for advisory oplnions ¢n the frankahility of mall, shouid be
submitted to the Communications Director.
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Mass. Mailings

The Office Js required by House Rule XXIV and 2 U.S.C. § 59e(f) to seek
an advisory opinlon as to whether proposed mass mailings are in
compliance with alf applicable laws, rules and regulations, from the
Commisslon on Congressional Mailing Standards (Franking Commission).
A mass mailing is generally defined as any mailing of 500 items or more of
substantially identical content within any séssion of Congress,

Compliance with these requiremants is extremely important because the
Office is responsible for complying with all applicable provisions of Federal
taw, House Rules, and Reguiations of the Commission on Cangressional
Mailing Standards and the Committee on House Administration.
Therefore, the prior, written approval of the Comrmunications Director is
required before any mass mailing is undertaken.

The Office Drug and Alcoho! Abuse Policy
i. Basic Policy

The Ofiice strictly prohibits the unlawful manufacture, sale, distribution,
dispensation, possesslon, or use of confrolled substances in the workplace or
while on paid ttime. This policy also stictly prohibits all employees from being
under the influence of drugs (see discuissien below for prohibited drug use) ar
alcoholwhile on paid time or while on workplace premises,

Prahibited drug use includes any and all controlled substances except
those taken pursuant to, and in compllance with, a prescription from a
licensed health care professional. Prohibited drug use also includes the
medically unauthorized taking of any prescription drug as well as the use
of prescription medications illegally obtained or used in a manner
Inconsistent with the direction of the prescribing, licensed haalth care
professional. Finally, prohibited drug use includes the abiuse of over-the-
counter medications used in a manner inconsistent with its intended
purpese s¢ as to affect the performance of the employee.

_ As a condition of employment, employees must n'otify the Deputy Chief of
Staff/District Director andfor the Chief of Staff immadiately of any charge
.made agalnst them by taw enforcement for any violation(s) of federal
andfor state criminal drug andfor alcohol laws while they are engaged in
their official duties; and of any conviction for any violation(s) of federal
andfor state criminal drug and/or alcohol laws at any time while they are
emplayed by the Office.
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H. Non-Discrimination Policy

The Office complies with all pravisions of the Americans with Disabilities
Act ("ADA"). No employee or applicant for employment who is currently
drug-free will be denied employment or otherwise discriminated against
solely because of the individual's prior abuse of drugs, ptior treatment for
drug abuse, or status as an alcoholic or a recovering drug addict,
Howsver, the ADA does not protect employees who are current users of
illegal drugs nor dees it protect employees who violate the Office Drug and
Alcohol Abuse Policy, as described above.

. Voluntary Treatment and Counseling

The Office encourages all employees who need assistance in dealing with
alcohol or drug dependancy problems to seek counseling through the
vartous private and public agencies and programs that exist in their
communities: Employees may also seek assistance by contacting the
Office of Employee Assistance, 202-225lll Requests for voluntary
treatment and related matters will be kept as confidential as possible, and,
in accordance with the law, the Office will reasonably accomtnodate an
employee’s attempt to address dependency problems. Employees may
not, however, escape discipline by requesting treatment or leave only after
having been notified of disciplinary action for violating the Ofice’s Drug
and Alcohot Abuse Policy.

V. Fitness for Duty

Empioyees are responsible for notifying the Office Manager for
Washington State employees and the Legisiative Director for DC office
employees of any conditions, including but mot limited to the taking of
medically authorized prescription drugs, that may impair the employes's
abllity to perform his or her job in a safe or effective manner. The Office
will atternpt (o ensure that the disclosure and substance of such
Information is kept confidential and that it will be disclosed only to
individuals with a legitimate nesd to know. No employee will be
discriminated or retaliated agdinst as a result of his or her disclosure of
such infonnation. The disclosurs is required only to ensure safety in the
Office and to protect the employes against any inaccurate assumptions
that might otherwise be made about the employee’s performance.
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V. Discipline for Violation of This Policy

Employees who violate this Drug and Alcchol Abuse Policy and/or the
Fitness for Duty Policy may be disciplined, up to and including immediate
termination.

Smoking Policy

To provide a safe and healthy working environment for all employees,
smoking is prohibited in the Office. Employees who violate this policy may
be subject to disciplinary action up to and including ternination, Al
employees share responsibility for maintaining a smoke-free workplace.

Employees interested in attending a smoking cessation program should
contact the Office of Employee Assistance at 202- 2251l

Personal Use Policy

The House Rules aliow for personal use of House equipment (e.g. phone,

computer) and supplies (e.9. paper, pens) only if such use is negligible in
nature, freguency, duration and axpensa.

Recycling Policy

The Office cooperates fully with the House of Representatives Recycling
program. Labeled recycling bins ate located throughout the D.C. office
and the Washington State district offices. Please take note of the
locations of these bins and make every effort (o recycle materials

accordingly. For more information, please contact the Staff Assistant for
your District.

Use of Official Stationery

Use of official stationery of the Office by staff members Is strictly limited to

correspondence relating to the official capacity or responsibilities of the,

staff member. Use of official stationery for personal business or matters

unrelated to the Office is strictly prohibited and subjects such users to

. appropriate discipline up to and including termination. For guidance on
this issue, please speak with the Office Manager, refer to the House
- Ethics Manual, and/or calt the Committee on Standards of Official Conduct

Y at 202-225-7103.
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Safety and Security Poiicy

it is the policy of the Office to maintain safe Working conditions for its
employees. Accordingly, all employees are expected to ablde by
applicable safety and security rules and regulalions within House facilities.
Failure to obsetve general safely procedures, negiect of the safety of
others, or the commission of unsafe acts is unacceptable. if you have
questions, refer to the Security Procedures Manual for your District Office
or ask the Staff Assistant for your District Cffice,

DG Office:

Bomb threats should be reparted immediately to 9-1-1. A Bomb Threat
Checklist is avallable from the House Sergeant-at-Arms at 202-225 1

Threats to the physical safety of a Member or employee of the Office
shoufd be reported to the House Sergeant-at-Arms at 202-225-1.

If you are injured while at work, you must report the injury immediately to
the Staff Assistant. You must also complete a notice of injury report (Formi
CA-1), which is avaitable from the Office of Payroll and Benefits, B215
Longworth HOB, 202-225- 18 and submit it to the Office Manager.

All ernployees are Issued identification cards that allow access to the
House office buildings. You mustimmediately report lost or stolen LD,
cards and keys to the Sergeant-at-Arms Office of Identification Servicss,
321 Cannon HOB, 202-225- 8, and a new |.D. card will be issued to
you. Because an LD, card [s House property, it must be returned upon
termination of employment.

Leaning or sharing of 1.D. cards and office keys Is a serious safety breach,
Employees who engage In such behavior may be subject to discipline, up

to and including termination.

The nature of employment on the Hill is such that it may require you to work late

hours. Inthe event that an employes is in a position in which he or she is going
to be walking to his or her car or the Metro station alone, the employee is
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encouraged {0 contact the Capitol Police for escort. The number for Escori
Assistance is 202-224 .

‘Spokane Office:

Bomb threats should be reported immediately to 9-1-1. A Bomb Threat Checklist
is available from the Staff Assistant.

Threats to the physical safety of a Member or employee of the Offica should be
reported to the House Sergeant-at-Arms at 202- 225-

if you are injured at work, you must repor’tthe injury imimediately fo the Office
Manager. You must complete a notice of Injury report (Form CA-1), which is

available from the Office of Payroll and Benefits, 202-225- I or aslc the Staff
Assistant.

All employees are issued Key cards that allow access o the Offsce building. You
must immediately report tost or stolen LD. cards and keys to the Ofiice Manager,

l.oaning or sharing of key cards and office keys is a serious safety breach.
Employees who engage in stich behavior may be subject to discipline, up to and
including termination.

Additional information is contained in the Office Sacurity Procedures Manual.

Walla Walla and Celville Offices:

Each office has its own Security Procedures Manual. Contact your Deputy
District Director for the satety procedures malniained for your DiSh ict Office.
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Qifice Property

All staff members play an important role in the political process, and enjoy a
relationship of trust and confidence with the Member. inherent In this relationship
is the expectation that staff members understand the need to protect sensitive
and confidential information, and work at all thnes for the good of the Member
and his/her constituents.

To assist the Member in performing his/her duties most eftectively and efficiently,
it is imperative that the Ofiice have immediate access to all Office files and other
-property. For example, in an employee's absence, the Cffice may need to enter
and search an employee’s work area {o retrieve work-related materials. The
Office also must retain its ability to locate missing property promptly and to
investigate suspicious activities in the Office. Therefore, the Office reserves the
right to Inspect and search all areas and property in the Office at any time, for
these reasons, or any other reason within its sole discretion, without notice or
consent,

All inspections and searches must ba preauthorized by the Member and/or the
Chief of Staff and/or the Deputy Chief of StafffDistrict Director. Inspections,
searches and investigations can include, without limitation, the examination of
physical files, computer files, e-malil, voice malil, file cabinets, desks, work
stations, closets, storage areas, manuals, equipment, and all other Office-
propeity and areas. For these reasons duplicates of all keys issuad to the staff
are maintained, and the passwords for your telephone voicemails are assigned.
Your veicernail will remain active for up to 80 days following termination of your
employment, sa that the Office may receive those messages and act on them
appropriately. The Office also reserves the right to search packages and other
containers within the Office to investigate suspicious activities.

Employees should leave valuable items at home. The Office cannot be
responsible for the loss, theft or damage of any property brought into the Office,
Additionally, employees should report any suspicious activity they observe in the
Office to the Chief of Staff, the Deputy Chief of Staff/District Director, the Deputy
District Director or the Staff Assistant. As a condition of continued employment,
the Office expects each employes to assist with the Office’s efforts to maintain
the confidentiality of Office activities, and fo provide for employes and Office
security.

For the reasons described above, employees should not harbor any expectation
of privacy in the office or equipment that is previded to them by the Office.
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Emergencies

You will be asked 1o provide the Office with the name and telephone
number of someaone to contact on your bahalf in the event of an
emargency. Should your "emergency contact' person change, please
notify the Spokane District Staff Assistant immaediately. [t is the duty of the
employes to inform your district staff assistant of any changes to
information concering persons to contact in casa of an emergency.

NEC Office:

If a medical emergency ocours duting working hours or on the premises,
you should immediately contact the Capitol Police at 811 or the Attending
Physician's Office at 202-225-1 The Physician's Office is open 9:00
a.m. to §:00 p.m., or until adjournment, Monday through Friday. [n the
case of a minor injury of illness, go immediately to one of the First Aid
Offices, which are in the following locations and are apen 9:00 a.m, to
5:00 p.m., Monday through Friday:

H-166 The Capitol, x5 R
110 Cannon HOB, x5
" 1204 Longworth HOB, x5
B344 - Rayburn HOB, +*5-
H2-145 Ford HOB, x5
District Offices:

If & medical emergency cceurs during working hours oron the premises, you
should immediately call 8-1-1.

Computer Policy

Certain employees of the Office are assigned personal computers for use
in the conduct of their official duties. Specific guidelines and instructions
regarding the use of the Office's computers will be provided by the Staff
Assistant for your office to each employee that is assigned a computer.

Under certain circumstances, it may be necessary fo access the

employeeg's computer to recover documents. Therefore, the Office
reserves the right of access to any computer ar file on the Office’s
compuler system. Accordingly, employees should not harbor any

expeatation of privacy in documsznts created on the equ:pment provided o
them by the Cffice,
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Computer viruses can fie transmitted via software or data flles, and have
the potential of stopping all work on the Office's computer system.
Therefore, employess who are assigned computers must scan all
computer disks for viruses, especially if a diskette has been used outside
of the Qffice, Contact our designated contact person at Lockhesd Martin

at 202-376 -1 if you have any questions or need asslstance regarding
software, . :

Employeas of the Office may not make unautherized copies of any
software licensed to the House or to the Office and remove it from the
Office. Employees are also prohibited from using unticensed software
anywhere on the Office’s computer system.

No software can be loaded onto any computer or the system without direct -
authorization from our designated contact person at Lockheed Martin at
202-378- 1 to ensure that only legal copies of software are running on
the system and to protect the computer system from viruses.

Employees who access Hause computer systems remotely are
responsible for maintaining the security and integrity of such systems.
Passwords and other means of access must he safeguerded, and each
amployee is responsible for notifying the Staff Assistant for your District of
any breach, or potential breach, of security or intagrity of such systems.

Employees are prohibited from moving computers, printers, or other
cornputer equipment of the Office without first contacting and obtaining the
approval of our designated coritact person at Lockhead Martin at 202-378-

- Employees are responsible for compliance with all regulations of the
Gammittee on House Administration.

Electronic Mail Policy

Electronic Mail ("e-mail"} is provided as a communications taol to all
gmployees of the Office and should be used with the same rules of
professional behavior thal apply to the telephons.  E-Mail may not be
used to commit an unlawful act, 1o harass or annoy another employee, for
personal communication, or {o advertise or promote outside business or
other non-office related activities.
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Employees should notread the e-mail of others. Occasionally, ah employee may
be assigned to review the e-mail messages of another employee for legitimate
purposes. However, ah employee must have prior approval from the Office
Manager prior fo reviewing the e-mail files of another employee.

Itis possible that other employees or third-parties may inadvertertly view
your e-mail messages. Because there is no guarantee of absolute privacy
with e-mail, it is imperative that all employees use good judgment when
using the e-mail system. :

Management expressly reserves the right to review the e-mait files of any

employee, with or without notice, for any reason within its discration, including
 but not limited to investigating wrongdoing or security breaches, monitoring

compliance, or obtaining work product, - :

Internet Use Pollcy

Internet access is a privilege and not & right of employment. Incidental personal
use of Office resources to access the Internet is permissible only to the extent
that such use is negligible in nature, frequency, time consumed, and otherwise
conforms with the regulations of the Committee on House Administration and the
Gode of Official Conduct (House Rule X)), Employees should harbor ne
expectation of privacy with the use of their computers, including the Internet
wehsites they accass, browse or download,

The following guidefines are intended ta provide some direction in the use of the
Internet. This list is nof exhaustive and emplovees should request guidance from
the Office Manager if thare is any doubt as 1o whether a particular use of the
Internet violates the policy of the Office. :

o Employees are strictly prohibited from using Office equipment for any form
of communicalion or uge of the Internet tat would discriminate against or
harass individuals based on such individuals’ race, tolor, religlon, sex,
age, military status, disability, or national origin.

® Use of the internet shall be In @ mannar that represents the Office and/for
the House of Representatives creditably;

o Use shali nut be for personal profit or gain;

¢ Use shall not be in a manner to, intentionally or otherwise, cause damage,

disruption, or malfunction of Office or House systems or networks;
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° Use shall not be to intentionally access or ‘at-temp't to access information
on Office or House systems in an unauthorized manner;

o Use shall not be inconsistent with the mission of the Office: and
@ Use shall beina manner consmten’t with all applicable laws, rules and
regulations.

Employees should always err on the side of caution when accessing websites
that are not related to thelr oificial job duties. Employees who violate this policy
may be disciplined, up to and including termination,

Media Relations, Questionnaires, and Written Inquiries

Only the Congresswoman and the Communications Director are
authorized to communicate with members of the press, and o answer
questionnaires and other written inquiries from third parties, without direct,
prior permission from the Congresswoman, or the Communications
Director. Staff members receiving requests or contacts from the media, or
other non-governmental personnel regarding any issue related to their

employment should report tham to the Cornmunications Director
immediataly.

Open Door Bolicy

The Office recognizes that open communication between employees and
management is an essential element of a productive work environment. To that
end the Office has adopted an Open Door Policy, which means that any
employee can discuss any work-related issue with any supervisor or
management persennel at any ime. The Open Door Policy has been _
established {o enable employses to seek resolution of job-related issues. itis
intended to create a process whereby employees can raise any job-related .
guesiions or concerns they have with the assurance that these issues will be
addressed promptly and effectively by a person with authority to effectuate
resolution.

Employees are encouraged fo discuss job-related concerns or guestions with
their immediate supervisor. {f an employee fails to get satisfaction from hisfher
immediate suparvisor, er the superviser is Involved in the issue or concern, the
employee may discuss the issug with a higher-level supervisor, including the
Chief of Staff and the Congresswoman. ,
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Itis the responsibility of all management personnel to respond to Open Door
Requests in a timely and objective manner, Retaliation is prohibited against any
employae because hefshe uses the Open Door Policy, and against any
participant in any investigation prompted by any such complaint or inguiry,

Confldentiality

During your employmen‘t with the Office, you will be exposed o cartain
information of a sensltive or confidential nature. [t is critical that confidentiality be
malntained by all employees who work for the Office, that no disclosure of
confidential information be made to anyone except as required in the
performance of work, and that no use be made of confidential information for

personal gain or advantage, or for the harm of others either durlng or after your
employment with the Office,

Examples of sensitive or confidential information may inciude information
designated as classified or secret by the governhmant, matters Involving the
personal or professional lives of Office employees or the Congresswoman,
internal legislative or political strategy, personal information regardiig
constituents, and internal operations of the Office, among others.

Employses of the Office have access to confidential and sensitive information
and, as a result, have a fiduciary duty to the Office and the U.S. House of
Representatives. A “fiduciary duty” means a duty of utmost good faith, fair
dealing, and loyalty o the Congresswoman, the Office, and the U.S, House of
Representatives. The duty also requires the employees of the Office to hold in
confidence all confidential and sensitive information of any kind in accordance
with the Code of Ethics In Government Service found in the House Ethics
Manual. Under that Code, employees are precluded from using Information
coming to them confidentially in the performance of thelr governmentat duties as
a means for making private profit. Accordingly, it is the Office poliey that all staff
shall not publish any article, book, transcript, or other written piece or grant an
interview or act as an advisor on any such publication without the prior, writtan
approval of the Chief of Stafi.

Strict observance of this policy by all employees is of great importance to the
effective operation of the Office. Violations of this policy may result in dlsclplme
up to and including immediate termination.

If you discover. a violation of this policy, you have the responsibility to notify the
Chief of Staff immediately. Failure to so report may resuit in discipline, up to -and
including immediate termination.
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Nen-Fraternization Policy

All employees have the right to work in a professional atmosphere that promotes
equal employment opportunities and prohibits discriminatory practices, including
harassment, As such, the Offics expects that ali relationships in the workplacs
will be business-iike and free of harassment. The Office also recognizes that
some staff members may feel intimldated or uncomfortable if asked out on a date
by a co-worker. In this context, a "co-worker” includes any member of the Office
staff, whether part-time, fuli-time, shared, volunteer, intern, fellow, supervisor,
management, or otherwise emploved by the Office.  In order to minimize the
likelihood of the occurrence of this type of situation, or any other potentially
uncomfortable situation, it is management’s belief that it is in the hest interest of
the Office to strongly discourage fraternization between co-workers. In this
context, “fraternization” means dating or engaging In sexual activity with co-
workers, Any employee who acts i a manner inconsistent with this policy or with
the Anti-Harassment Policy may be subject to discipline, up to and including
termination of empioyment with the Office.

Anti-harassment and Anti-discrimination Polioy

A

1. Basic Policy

As an equal opportenity employer, the Office of Congresswoman Cathy
McMorrls Rodges is firmly comimilted to providing a work environment free
from discrimination, harassment or intimidation on the basis of race, sex,
age, religion, disability, color, national origin, military status, or any other
basis prohibited by law. This commitment applies to all hiring, discharge,
promotion, pay benefits, reassignments and other personnel actions
affecting the terms, conditions, and privileges of employment. This
commitment extends to making reasonable accommodations that enable
quafified disabled individuals to perform the essential functions of their
jobs.

All employess will be treated, and are to treat each olher, falrly and with r-es-pect.

Employees will not be subjected fo, and will not subject each other to
discrimination or harassment of any kind.

The Office wili not tolerate any of the Tollowing actians:
b making any employment decision or taking any employment aclion that is
based on race, sex, age, religion, disabilily, color, national origin, mifitary
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status or any other basis prohibiled by the Congressional Accouritabifity
Act; _ . '

! acting In a way that may create a hostlle, offensive, intimidating or
demeaning environment on the basis of an employee's race, sex, age,
refigion, disability, color, national ofigin, military status, or any other basis

~ prohibited by the Congressional Accountability Act.

Il. Definition of Sexual Harassment

There are two basic forms of sexual harassment,

Prohibited “quid pro quo” sexual harassment may cecur when a supervisor or
manager makes upwelcome sexual advances, requests sexual favors, or
engages in other verbal or physical conduct of a sexual nature, if the implication
is that submission to such conduct is expected as part of the Job, [t would aiso
be unlawful for a superviser or manager to make employment decisions affecting

the individual an the basis of whether the individual submits to or rejects sexual
conduct.

Prohibited "hostile work envirenment” sexual harassment may occur when
unwelcome sexual advances, requests for sexual favors, er other verbal or
physical conduct of a sexual nature has the purpose or effect of unreasonably
Interfering with an individual’s wark pericimance or creating an intimidating,
hostile, or offensive working environment. This may include, for example,
displaying sexually suggestive material in the workplace, unwelcome flirtation or

advances, requests for sexual favors, or any other offensive words or actions of a
.sexual nature,

11, Other Prohibited Forms of Harassment

In addition to the sexual harassment discussed above, harassment on the hasis

- of race, color, disability, sex, rellgion, age; military status or national arigin can

constitute unlawful employment discrimination. Insults, jokes, slurs, or other

verbal or physical conduct or activity relating to race, color, sex, refigion, age,
disability, military status or national orlgin are unlawful if they create an

~ intimidating, hostile, or offensive work snviconment; or if they unreasonably

© interfere with an individual's work performance.
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V. Emplovee’s Rasponsibility

Persanal behavior and language that are "acceptable” to one individual may be
‘offensive” to another. All empioyees must recognize that the focus of this
prohibition is on the effect 6f one's action, not the intent. Even an employes who
believes he or she is “just kidding around” or “didm’t mean any harm”™ may act in
ways that have the effect of intimidating or demeaning another employee and
thersby wofatmg this policy.

Y. Procedures

It is the intention of the Office to stop harassmeént before it rises to the lavel of a
violation of law. As part of this effort, any employee who believes that he/she
has been subjécted to or has witriessed actiohs that violate this policy should
promplly make a report to management In order for management to immediately
investigate and take corrective action where appropriate. The employee should
not walt untif the actions beceme severe or pervasive but should report such
activity immediately. The employee may advise his or her direct supenvisar, the
next Jevel supervisor, or any other management official with whom the employesa
feels comiortable discussing such issues. The Office will protect the
confidentiality of harassment allegations to the extent possible. The conduct of
an effective investigation requires sharing information with those who have a
“need to know.” Any documenis created or obtained cancerning the harassment
invastigation will be treated with the same degree of confidentiality. Anyone who,
in good faith, brings such a matter forward ts assured that he or she wiil not
suffer any retaliation, discrimination, harassment, or reprisal for having done zo.

The Office stricty prohibits retaliation agalnst anyohe wha reports an inmdent in
violation of the anti-harassment/anti-diserimination policy or anyone who
pammpa’ms or aids | in an investigation of a complalnt

Any employse who violates any aspect of this policy, including the prohibition
against retaliation, will face appropriate dlscipline, up to and including
termination.

Performance Reviews

The Office will periodically review with the employse his/her job performance and
discuss hisfher job interests and career goals. The Office does this to bring to
the employee's attention both areas in which he/she is performing well and those
that need improvement; to give the Office and employee an opportunity to
discuss methods and [deas for maximizing perfermance and efficlency for hoth
the employee and the Office; and to discuss career development and/or
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satisfaction. Performance evaluations can alsa influence decisions regarding
pay increases. The Office will conduct annual reviews, which reviews will
include self-evaluation, peer review, and conferencing with your supervisor,

Samne of the factors the Office considers in its evaluation of employees include:

! quality of wark;

I goal achievements:

! job skills;

! dependability;

! attendance and punctuality;

! ability to wark cooperatively with colleagiies and

constituents:

knowledge and implementation of initiatives;

! willingness to assume responsibility and o develop ideas:

! willingness to accept direction;

! ability to give direction where applicable;

! adherence to ethical standards, House regulations, and
Office policies; and

! improvement since the last review.

The Office will provide each employee the opportunity to comment on the
evaliation. Employeas should understand that an evaluation does not alter the
employee’s at-will refationship or create a contract with the Office as described
elsewhere in this Handbook.

Personal Appearance Policy

Employees should dress, groom, and maintain personal hyglene in a manner
which enhances the professional and public relaticns of the Office, as well as the
safety and productivity of all staff members. This includes wearing neat, clean,
business attire which is neither distracting nor offensive to visitors, constituents,
or co-workers. Management reserves the right to judge when an employee falls
to meef this standard and to instruct the employee to cure the deficiency.
Violatlon of this policy may Jead to disciplinary actior, up to and including
termination of employment. '
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Employee Conduct and Discipline

To ensure that all employees are working in a safe, productive and
harmonious environment and that.the Office is able to operate at optimum
efficiency, certain general standards of personal conduct and job
performance have been established.

Your actions are a direct reflection on the Member, the Qffice and the House of
Representatives, Actions that reflect poorly an the Member, the Office or the

House of Represaentatives are grounds for disciplinaty action, up to and including
termmation

Standards of job performance are determined by the employee's position.
Standards of personal conduct, however, are uniform throughout the
Office. Employees are expected to be courteous and respectful, and to
conduct themselves at all times in a manner which shall reflect credltably
on the House of Representatives.

L. Discipline

While it ts anticipated that mast problems will be resolved through the
cooperation of employees, there are times when Inappropriate conduct or
inadequate performance may result in disciplinary action, While this office does
riot employ mandatory progressive discipline, appropriate disciplinary actlon may,
at the sole discretion of the Office, include probation, counseling, suspension
(with or withaut a pay reduction), demeotian, ar other actions, up to and including
termination. It is within management's sole discretion fo determine appropriats
measures based upon the circumstances of each individual disciplinaty matter.

li. Insubordination

Employees are expected to follow directions given by a supervisor or a
person inauthority, Failure to perform or unreasonably delaying the
performance of instructions glven by a supervisor or person in authority is
unacceptable and may result in disciplinary action, up to and including
termination of employment.

I, Misconduct

The following actions are unacceptable and may result in appropriate
digciplinary action. The determination of whether ar not the misconduct
identified below occurred or not, the magnitude of the misconduct, and the
severity of the resulting discipline, up to and including termination of

33

CMROCE-0269

13-0906_0170



CONFIRENTIAL

employment, are within the sole discrefion of the Office. The misconduct

identified below is merely illustrative, is not intended to be a complete kst

of miscanduct, is not intended to be listed in order of severity of the
conduct, does not imit the disciplinary authority of the Cffiee, and does not
alter the Office's at-will employment policy;

1. Misrepresenting or withhelding information on an
employment application or House records, including time
cards, injury repdris, leave reports, personnel documents,
etc.

2. Removing House property, records, or documents without
proper atithorization.

3. Releasing sensitive or confidential Information without proper
authorization; allowing access to such information by unauthorized
parsonnel; or using such information or property for personal reasons.

4. Unauthorized possession, willful destruction or abuse of
House property or the property of any individual on the
premises.

5. Entering a restricted area or allowing another parson o enter
a restricted area without proper authorization.

6. . Excessive absenteeism or tardiness without proper
authorization.

7. Unexcused abaence from work.

8. Use of abusive, threatening or obscene language; use of

tanguage that adversely affects morale, production, or
maintenance of discipline.

8. Engaging in any type of harassment.

10, Performing personal or campalgn business during working
hours or using the frank, official stationary, or other officlat
resources for personal benefit.

11.  Violating the Office's alcohol and drug abuse policy.

12,  Possessing dahgerous weapons on the premises.
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16.

17.

18.

14,

20,
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iilegai or disordatly conduct of ény kind such as fighting,
wrastling, roughhousing, or any other activity hazardaus to -
life, Hmb or property.

Failure to abide by the leave policies of The Office.
Faliura to follow House Rules and federal statutes

concerning the acceptance of gifts, and the reporting of
financial interast, employment or conflicts of interest.

. Failure to follow ethical standards of the Mouse, of federal

statues, or of the Office, or failure to timely comply with
gthics training requirements of the House or of the Office,

Faijure to observe general safety procedures, neglect of tha -
safety of others, or the commission of unsafe acts.

Reviewing the matl, including e-mail, of anather employee
withoul appropriate authorization,

Failure to follow the Office's Computer and Intemet policies.

‘Unauthorized communications with members of the press,

written statements, personal appearances, tastimony,
articles or comiments on any aspect of the employee's official
rasponsibility as an employee of the Office or relating to
matters of the House without direct and explicit permission
from the Communications Diractor.

Any other action that is deemed to be inconsistent with the
standards and expectations of the Office or deamed to show
a disregard for the House's interasts or the employea's

duties and abligations to the MHouse.
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Termination of Employment

The Office desires thaf your employment in the House be a rewarding and
successful experience, However, it is conceivable that circurstances

may arise that will make it advisable for you fo end your employmont with
the Office.

Should you decide to terminate your employment with the Office
voluntarily, you are requested, but not required, to pravide adequate
notice. Adequate nofice is customarily two wesks, and may be longer
depending on your particular responsibilities. The request that you
provide notice of your intent to resign is not intended to alter the fact that
either you or the Office is entitled to tenminate your employment
relationship at any time without notice.

Each employee must return all House property, including his or her 1D,
card and keys. Failure to do so may result in the withhalding of your final

- paycheck. Employees who have group medical and life insurance will
continue to receive coverage during the period in which the employee
remains on the payroll as provided for by the individual employee's health
or life insurance policies and applicable federal laws, Employees should
contact the Office of Payroll and Benefits at 202-225- 1l with any
questions regarding benefits.

References

Upon termination certain emp}oyees are prohibited from lobbying certain
Members of Congress or their staff for a period of at least one {1) year.
For more information, contact the Committee on Standards of Official
Conduct at 202-225-7103.-

References for former or current employees of the Office ars to be given
only by the Office Manger and only in accordance with the Hateh Act
Reform Amendments of 1283 and the laws and rules highlighted in the
October 1, 1998 "Pink Sheel” created by the Committes on Standards.
Employees should contact the Office Manger with any questions.
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il. LEAVE POLICIES
Holidays

The Office wilt observe the following holidays IF the House is not in session:

! New Year's Day

! Martin Luther King Jr.'s Birthday

! President's Day

! Mernorial Day

! independence Day (or Monday if July 4% falls on a weekend}
! LaborDay '

! Columbus Day

! Veterans' Day
i

{

!

3

1

Thanksgiving

Day after Thanksgiving

Christmas Eve or December 26" (if Christras falls on a weekend)
Christmas

New Year's Eve or January 2™ (if New Year's Day fafls on-a waekend)

Leave Policy

The leave policy of the Office is designed to provide benefits to
employees, while maintaining enough flexibility to allow the Qffice to
perform its functions, All leave must be requested in writing on the
Leave Request Form (Appendix C), submitted to your supervisor
within the time line requirements for each category of leave, and.
approved prior to your {eave. In addition, the Leave Request Form,
whether granted or denied, signed by your supervisor, must be
delivered to the Office Manager for proper entry into the Office
records and personne! files.

[. Annual Leave

Annual leave (aka "vacation”) is based upon a monthly accrual systen.
Full-time employees of the Office accrue annual leave each month based
upon years of service as follows:

a. Employses with less than 1 year of employment with the
Office acerue 1 day of annual leave per month.

a7
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b. Employees who have between 4 year and 7 years of

employment with the Office accrue 1.25 days of annual
leave per month,

C. Employees whe have over 7 years of employment with the Office
accrue 2 days of annual leave per month,

Theretis no leave accrual for employment for only a fractional part of a
month at either the beginning or the end of an employee’s period of
service. Leave accrual commences on the first day of the first full month
of employment and ends on the last day of the last full month of
employment.

No mote than 30 unused leave days may be accrued; any balance in
excess of 30 days Is lost-and not tracked.

Upon separation from employment, the Office will pay the employee a
fump sum equal to the number of days of unused annual leave or the
gross amount of one month of the employee’s monthly pay, whichaver is
less. Wlthholdmg will be at flat rates of 28% for Federal tax, 6% for state
tax, 6.2% for FICA {if applicable), and 1.45% for Medicare.

There are restrictions on dual federal employment which prevent most
employees from remaining on the House payroell atter reporting to another fedoral :
job. Contact the Office Manager if you have any questions regarding this {ssue. o

Regquests for annual leave must be made at least two weeks in advance, using
the Leave Request Form (Appendix C).

If an employee hds taken more annual leave than he or she has earned,
the. Office may deduct the excess annuat leave from the employee's final
paycheck or seek reimbursement from the employee.

fl.. Sick Leave

Sick leave is based upon your anniversary year. The Office provides 5
days of pald sick leave per year to alt full-ime employees, regardless of
years of service, {or periods of temporary absence due to fliness ot injury
of the employee. 5 days of Sick leave is credited to each employee on the
anniversary of hisfher hiring gach year; Sick leave does not acerue or
carry over. No payment will be made for unused sick leave upon ;
termination of employment, :
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Employees who are unable 1o report to work ar who must leave work
because of illness or injury must notify their immediate supervisor or a
managsr at once or leave a message with the Office no Eater than 8:30
a.m,

Your supervisor must be contacted by 8:30 a.m. on each additional day of
absence. Failure to follow these procedures may result In the freaiment of
the day as an unexcused absence, which may be subtracted from the
employee's annual leave al}otmont and can also result in d:scsp!lnary

" action up to and including tormination.

Sick leave may be Used for scheduled medical and dental appointments.
Appointments that keep an employeg from the Office for mora than two
hours are considered a half day of sick leave and appointments lasting
more than four hours are considered a full day of sick leave.

Requests for Sick leave for scheduled appontments must be made at
least two weeks in advance using the Leave Request Form (Appendix C).
Employees must submit the Leave Reguest Form {Appendix C) on the first
day he/she returns to world following {liness or other unexpected Sick
leave,

i, Relicious Holidays

The Office seeks to accommodate reasonable requests for leave for religious
ohservances. Employees may elect to take annuat [eave or unpaid leave (if the
employee has exhausted his or her paid feave) for such purposes. The
avallability of such leave depends on the operational nesds of the Office,
Accordingly, employees should request such leave as far in advance as possible
to allow for approprigte scheduling to be made by mapagement. These requests
should be submitied to your supervisor.

IV. Bereavement Leave

Employees are entitied to up to 5 days of paid bereavement leavs for the
death of an immediate family member. An “immediate” family member
includes an employee's parent, step-parent, spouse, child, stepehild,
brother, stephrother, sister, stepsisier, grandchild, grandparent, motherin-
law, father-in-taw, son-in-law or daughter-inlaw. Personal leave for the
death of friends or ather relatives will be charged against annual leave, At
the Office’s discretion, additional bereavement leave for travel time and
other extenuating circumstances may be granted,
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- V. Military Leave Policy

A. Basic Policy

An employee who is a member of a National Guard or Armed Forces Reserves
("Reserves”) unit accrues paid military leave at a rate of 15 business days per
fiscal year for, among other purposes, active duty and inactive-duty training, Any
compensation provided by the National Guard or Reserves may be retained by
the employee. An employee who is a member of a Federal Emergency Task
Force and Is calied to duty will be given paid leave for that purpose. To apply for
“the leave, the employee should submit appropriate documentation (e.g., a copy
of the orders) and the Leave Request Form (Appendix C) to the Spokane District

Office Staff Assistant as fat in advance as possible. Employees can carry over

unuged military leave up to 15 days per fiscal year (for a total not to excead 30
days per fiscal year).

In addition to the fifteen (15) paid business days of leave an employes in the
National Guard or Reserves accrues each fiscal year, an employee called to -
active duty to support a contingency opsration as defined under 10 1).S.C.
10H{&)(13) receives an additional twenty-two (22) business days of paid leave

. per calendar year, offset by the employees military salary. in other words, if an
ernplayee is calied to active duty to support a contingency operation, the
employee will reveive the difference between histher Office salary and the
military salary for a perlod of twenty-two (22) business days (assuming the
employee’s Office salary Is higher than his/her military salary). To facllitate
processing and distributing the 22-day pay differential, the employee should
provide the Spokane District Office Staff Assistant with jnformation regarding his
or her milltary pay prior to departure for military leave. Failure to provide such
information may result in a defay in distributing the 22-day pay differential to the
amployee. :

- There are other situations in which an employee who is in the Reserves or
National Guard may qualify for additional leave. The Office will provide leave
cansistent with qualiflcations and requirements of 5 U.5.C. § 6323, including
extended leave for military reserve lechnicians and employess ordered to military
sarvice to support civil authoritiss.

Employaes who require absences for military duty (including long-term absences
for active duty) will be accorded all benefits and protections provided by law,
including reemployment rights, health insurance protection, and the right to be
free from discrimination and retaliation. Any employee who is required to take a
leave of absence for military duty should notify the Spokane District Office Staff
Assistant immediately. An employee shalt be permitted, but rot required, to use

40

CMROCE-0276

13-0906_0177




—— T L e R A e S A 1S S e e dacs scoue T B O S MO AT A S B
I A ST EEE T N B S N M T I T P SIS 1S s B P

CONFIDENTIAL

any unused accrued annual leave, upon request, during the period of military
sorvice,

B. Reemployment rights.

An employee retumning from active duty military status is entitled to be reinstated
" by the Office to the employee’s previously held position, or to an equivalent
position if: 1) the employee (or an appropriate officer in the uniformed SEIVICES)
gives advanced notice of military service when possible; 2) the cumulative length
of the absence, and all previous absences from the pusition by reason of service
in the uniformed sarvices, does not exceed five years {certain types of military
leave excluded); and 3) the employee retums to work or applies for -
reemployment in a timely manner after conclusion of service (timeliness depends
on length of service — see below); and 4) the smployee has not been separated
from military service with a disqualifying discharge or under other than honorable
conditions. ‘

If an employee is eligible to be reemployed, the employee must be restored to
the job and benefits the employee would have attained if he or she had not been
absent due to military setvice or, In some cases, a comparable job. Tha Cffice
need not reemploy an employee, however, If reemploying is unreasonable or
impossible, or If an etployee’s pre-service employment was for a brief, non-
recurrent period with no expectation that it would continue.

C. Notice requiremenis for intent to return to work.

The time and manner by which an employee must express his or her Intent to
return to work varies depending on the length of absence. For mifltary service
under 31 days, the employee must report to the Office no later than the first full
work period on the first full calendar day after the completion of the leave, after
travel time plus eight hours of rest (or as soon after the eight-hour pariod as
possible if reporting within this time is impossible or unreasonable through no
fault of the employee). For military service of more than 30 days but less than
180 days, the employee must notify the Office of his or har infent to return to
wark by submitting an application for reemployment not later than 14 days after
compietion of military service (or the "next first fulf calendar day" if submission
within the 14 days is impossible or unreasonable through no fault of the

- employee). For military service of more than 180 days, the employee must notify
the Citice of his or her intent to relurn to work by submitting an application far
reeniployment not fater than 90 days after the completion of military service.
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D. Health Insurance Protection.

Employees who leave their job o perfarm military service have the right 1o elect
to continue exisling employer-based health plan coverage for themselves and
their dependents for up ta 24 months while in the military. Pepending on the
length of his or her military service, an employge may be required {o pay up to
102 percent of the full premium under the applicable health plan. An employee
seeking medical benefits while on military leave should contact the Office of
Payroll and Benefits for additional information regarding the cost of such
coverage,

An eimployee electing not to continue cove rage during their military service has
the right to be reinstated in the employer-based hizalth plan when he or she is
reemployed, generally without any waiting pertods or exclusions {e.g., pre-
existing condition exclusions) except for service-connected ilnesses or injuries.

E. Thtift Savings Plan Protection.

An employee who is reemployed after a periad of milltary leave may make
contributlons to the Thiift Savings Plan equal to the contributions which would
have been made over his or her military leave period reduced by any
contributions actually made over this period. An employee interested in making
catch up contributions to the Thrift Savings Plan after his or her reemployment
should contact the Office of Payrcli and Bensfits for additional information.

F. Non-discrimination and non-retaliation.

An individual who Is a past or present mémber of the uniformed servics, has

applied for membership in the uniformed service, or is obligated to serve in the ‘
uniformed service may not be denied initial employment, reemployment,
retention In employment, promotion, or any benefit of employment bacause of

this status. In addition. the Office may not retaliate against anyone assisting n

the enforcemant of these rights, including anyone who festifies or makes a

statement in connectien with a proceedmg for the enforcement of these rights,

even if that person has ne service connection.

VI Jury and Withess Duty

An employea who is summoened for jury or witness duty and musl be
absent from work will continue to receive full pay and will not be charged
annual leave. Upon receipt of such summons, the employae must notify
the Spokane District Office Staff Assistant immediately and must complete
the Leave Request Farm {(Appendix C) and attach a copy of the summons

42

CMROCE-0273

13-0906_0179




B O B T A e N M LN R ST M PR T RN Lo T LRI RTITT

CONFIDENTIAL

or other \A}ritten documentation providing notice of jury or witness duty to
the Leave Request Form. '

Certain courts require only that a juror telephene the court each morning
to determine whether the juror must report to court. Under such

circumstances, when not needed by the court, the employee must report
to work.

As provided by law (2 LJ.8.C. §§ 130b(d) and (e)), any fee paid to an
employee for jury or witness duty shall be turned into the Staff Assistant
for your District Office, and the entire amount wiil be remitted to the House
Finance Office. Any reimbursement made to an employes for expenses
incurred In rendering jury or witness service may be retained by the
employee. Upon returning to work from jury duty, an empleyee shall
provide the Staff Assistant with a certificate of attendance from the Clark
of the court or similar court official for each day of absence, .

VH. Leave Without Pay (LWOM)

Requests for leave without pay other than unpald FMLA may be granted
at the discretion of the Chief of Staff. Requests for legve without pay must
be submitted in writing to the Office Manager using the Employee Leave
Request Form {Appendix C).

As a basic condition for approval of LWOP, the Office should have a
reasonable assurance that the employee will return to duty at the end of
the approved period. LWOP status should be requested at least 30 days
in advance of the period of absence. In no case may the period of LWOP
status exceed twelve months in a twanty-four month period.

Vitl, Furlough

Furlough is an absence without pay initiated by the Office. Placemant in a
furlough slatus is at the discretlon of the Office, unless placemeant in such
leave status is otherwise required by law. Furlough status should be

requested at lcast 30 days in advance, by completing the Employee Leave
Request Form (Appendix C).
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Family and Medical Leave (FMLA)

. Basic 12-Week FMLA Leave Entitlement

. Under the applicable provislons of the FMLA, any person who has wérked for
any Congressional office for at least ane year and for a total of at least 1,250
hours during the previous 12-month periad is entitled {o up to a total of 12 weeks

of unpaid, job-protected leave during a 12-month period for the following
reasons:

A, because of the birth of the employee’s son or daughter, and for the
employee to care for and bond with his or her newborn child during the
child's first year ("Type A" FMLA leave)';

B. because of the placemant of a son or daughter with the employee for
adoption or foster care, and for the employee to care for and hond with his

or her child during the first year after adoption or placement (“Type B”
FMLA leave);

C. to care for the employee's spouse, son, daughter; or paren‘t who has a
serious health cordition [ “Type G" FMLA leavs);

D. because of the employee's own serious health condition which makes the
employee unable to perform the functions of his or her job (“Type D"
FMLA leave}); or

E. - for qualifying exigencies arising out of the fact that the employee's spause,
son, daughter, or parent is on active duty or has notice of an impending
call or order to active duty status in the National Guard or Reserves in
support of a contingency operation {(*Type £ FMLA leave),

The term “serlous health condition” means an lliness, Ijury, Impairment, or a
physical or mentai condition that involves inpatient care in a hospital, hosplce, or
residential medicat facility; or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions of the
employee's job, or prevents a qualified family member from participating in
school or other dally activities. Subject to certain conditions, the continuing
treatment requirement may be met by a period of Incapacity of more than three
consecutive calendar days combined with at teast two visits to a health care
provider ar one visit and a regimen of continuing treatment, or incapa_city dus to

L The demgna‘nons of leave as Type A, Type B, etc., are used in this pohcy for

ease of reference.
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pregnancy, or iﬂCdpdCity:due to @ chronic condition. Cther conditions may mest
the definition of sarious health condition as defined in applicable regulations
issued by the Office of Compliance.

The term “qualifying exigencies” tor purposes of Type E FMLA leave may include -
attending certain military events, arranging for slternative childeare, addressing
certain financial and legal arrangements, attending certain counseling sessions,
and attending post-deployment reintegration briefings.

- The right to take Ieave under the FMLA applies equally to male and temale
employees. Thus, for example, a father, as well as a mother, carrtake Type A

andfor Type B FMLA leave for the birth, placement for adoption, foster care,
and/or for bonding with a child.

B 26-Week Injured Servicemember Caregiver FMLA Leave Entitleraent

The FMLA also includes a special leave entittement that permits eligible
employees o take up to 26 weeks of FMLA leave to care for a cavered
servicemember during a single 12-month period. This leave is available to an
sligible employee who Is the spouse, son, daughter, parent or next of kin of a
covered servicemember, A covered servicemember is a current member of the
Armed Forces, including 2 member of the Natlanal Guard or Reserves who has
{1} a serlous injury or Binass incurred in the line of duty on active duty that may
render the servicemember medically unfit to perform his or her duties for which
the servicemember is Lindergoing medical reatment, recuperation, or therapy; or
(2) is in outpatient status; or (3) is on the tempdrary dizability retired list,

hiil Circumstances When FMLA Leave Is Paid

Generally, FMLA leave is unpaid‘

Employees on FMLA leave may choose to substitute (or the Office may require
the employee to substitute) any accrued paid leave as follows:

1. The employee may substitute bis or her accrued annual leave whean FMLA
leave is taken for any reason.

2. In addition, when FMLA is taken for the omployee's awn serious health

condition (Type T} leave), the employee may also substitute any aécrued
gick leave for FMLA leave,
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3, tn addition, when FMLA leave Is laken to care for an ill family member
{Type C leave) orto care for an injured or #l servicemember {injured

servicemember caregiver leave) the employee may also subqt!tute any
accrued sick leave for FMLA leave,

When an employee substitutes annual andfor sick leave for FMLA leave, thai
time will count toward the employee's FMLA entitlement, tn other words the use
of substituted paid leave will run concurrently with the employee’s use of unpaid

FMLA leave. However, the Office reserves the right to grant consecutive FMLA
leave at the sole discretion of the Chief of Staff,

The Office reserves the right to grant up (o four weeks of paid FMLA without
offsetting accrued annual leave or otherwise offsatting the employee’s FMLA
time off al the sole discretion of the Ghief of Staff.

IV.  Caleulating the FMLA Leave Yeat

When hasic FMLA leave (l.e,, Type A, B, C, D andfor E leave) is taken, the 12~

manth perlod during which an employee is entitled to up to 12 weeks of FMLA
leave is calculated on a rolling 12-manth basis measured backward from the date . }
the employee first uses FMLA leave. ‘

Faor purposes of injured servicemember caregiver leave, the single 12-month
period begins on the first day the eligible employes takes FMLA leave to care for
a covered sarvicemember and ends 12 months after that date, Please consult
with the Office Manager for guidance on how leave is calculated when an
employee takes Injured servicemember caregiver leave and also takes Type A,
B, C, D and/for E leave during the same time frame.

V. Notice and Designation of Leave As FMLA Leave

If an employee’s need for FMLA leave is foreseeabla, an employee must
generally provide at least 30 days nofice (written or verbal), or othetwise as much
advanee notice as practicable, to the Office Manget. If an employee fails to give
30 days natice, with no reasonable excuse, the Office may delay the taking of
FMLA leave. Anempleyes need not provide 30 days advanece notice of the nesd

for qualifying exigency leave (type E leave) if such advance notice i3 not
reasonable and practlcable.

For leave reguested for the care of a family member with a setious health
condition or leave for the employee’s own serious health condition {Type C and D
leave), or leave 1¢ care for art injured servicemember, the employee shall make 4
reasonable efforl, after consulting with the Office Manger, to schedule leave so
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as not to unduly disrupt office opera’uons (subject to approvai of the appropriate
health care provider).

Any employee who takes FMLA leave for any reason must submit the Employee
Form for FMLA Leave (Appendix B), even if the request is submitted after the
leave has commenced. Such written notice must he submitted to the Office
Manger and shall include the dates and the type of lsave requested (i.e., whether
the leave is Type A, B, G, D, E and/or injured servicemember caregiver leave).

Whenever an ellgible employaee is absent from work for a reason that is FMLA-
qualifying, the Office wilf count the absence as leave under the FMLA.
Furthermore, FMLA {eave will be designated as such retroactively upon an
employee's return to work where the employee does not infarm the Office in
advance of the reason for the leave and/for the Office discovers upon the
employee's return that the reason for the leave falls under the FMLA.,

V.  Intermittent or Reduced Schedule t eave

FMLA leave is often taken in large blocks of time such as when an employee is

-entirely absent from the Offica and no work is performed (e.g., three weeks at

home recuperating from liness or injury). In cerfain cases, however, an
employee may not need FMLA leave for such extended pariods, but rather may
need FMLA feave intermitiently (for example, a few hours gvery other week to
see a doctor for treatment regarding a chronic condition) or on a redliced -
schedule (e.g., to work a half-time schedule for two weeks until the employee
fully recovers from his or her serious health condition). Under the FMLA;

1. Qualifying exigency leave {Type E leave) may be taken on an intermittent
or reduced schedule basls. .

2. Leave to care for a seriously ill family member (Type C leave), leave taken

for the employee’s own serious health condition, (Type D lsave) or leave
to care for an injured servicemember, may be taken intermittently or on a
reduced schedule basls, 50 long as such intermittent or reduced schedulo
leave is madically necessary as certified by the appropriate health care
provider.

3. Leave may be taken intarmittently or on a reduced leave schedule
because of the birth, adoption or placement of a child, or fo bond with a
nawborn ar a newly adopted or newly placed foster child (Type A and B
leave), only with the approval of the Office. Requests for Intermiltent leave
should be in writing, and submitted to the Office Manager. if the birth
mother s incapacitated due to pregnancy, or If the newborn or newly-
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placed chitd has a serious health condition, such leave (Type Cor D
leave) may be taken on an intermittent or on a reduced schedule basis if
accompanied by appropriate medical certification.

4. When leave is taken intermittently or on a reduced leave schedule and
such leave is foreseeable based on planned madicaltreatment, the Office
may reqire that the employee fransfer to an alternative position which
has equivalent pay and benefits, and which better accommodates
recurting petlods of leave.

Vil.  Certification of Need for FMLA Leave; Fitness for Duty

Whert an employee takes FMLA leave for his or her own illness (Type D leave) or
to care for a family member (Type C leave), the smployee must provide a
medical certification from the health care provider that the leave is due {o the
sefious health condition of the employee or the employee’s spouse, parent, or
child. The employee must have the health care provider complete the form. The
completed certification form should be retumed to the Office Manager within 15
days, whare possible. The Office may alsa require appropriate certification, as

permitted by law, for qualifying exigency eave (Type E leave) and injurod
servicemember caregiver leave.

When certification of a serious health condition is requested in connectlon with
Type Cor Type D FMLA leave, the Office may also require and pay for an
ppinion by a second health care provider designated by the Office. If there is a
conflict between the first and second certifications, the Office may require and
pay for a third opinion by a health care provider jointly approved by the Office

Manager and the employee. The opinion of the third health care provider is finaj
and binding.

The Office may alse require that an employee present a “filness for duty’
certification upon return to work when the absence is caused by the employee’s
own serious health condition (Type D lsave). The Office may seek such
certification only with respect o the particular serious health condition that was
the reason for the empioyee s request for FMLA leave. The employee is
responsible for the cost of the “fitness for duty” certification. The Office Manager
will notify the employee whether a “fitness forduty” certification is required as
soon as possible after the employee notifies the Office of the reason for FMLA
leave. The Office may delay ot refuse to restore an employee to duty if the

Office has requested and the employee has falled to provide the appropriate
“fitness for duty” cerification.
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VIll.  Periodic Reports

The Office may require periodic reporis from an employee on leave regarding his
or her status and intention to return to work.

X, Continuation of Benefits -

While on FMLA [eave, whether paid or unpaid, employees will continue to be
enrolied in their health Insurance plans. Aslong as the employee remains
enrolted in his or her health plan, the U.S. House of Representatives will continus
to pay the Government contribution, The employce Is responsible for payment of
. the employse share and should contact the Office of Payroll and Benefits (202-

225-1435) to arrange for monthly payments. Underfederal regutations, an
employee whose enroliment continues for a period of time without payment is
deemed to have consented to recovery of an indebtedness for past-due health
benefits premiums from future salary, or from any other moneys owed to the
employee by the Federal Govarnment,

X. Reinstatement from Loave

Upon return to work after taking FMLA leave, an employes generally will be
entitled to be restored to the same positior or an equivalent position {o that which
the employee occupied before taking FMLA leave. If an employee is unable to
perforim the essential functions of his or her job because of a mental or physicat
condition, the employee has no right to restoration ta his or her previous position
of anathier position under the FMLA. ,

If an employee is on Type A, B, C, D and/or E leave in excess of 12 weeks within
a 12-month period, the employee will not be guaranteed reinstatement. As noted
above, the FMLA contains a special provision providing for up to 26 weeks of
protecied leave during a 12-month period when an eligible employee takes leave
to care for an injured servicemember.

If an employee gives unequivacal notice of intent not to return to work, the
obligations to maintain health bensfits under the FMLA and o restore the
employee cegse.
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X1 Key Employees

Key employees are employees who are salatied and among the highest paid
10% of all employees employed by the employing office within 75 miles of the
employee’s worksite. The Office may deny reinstatement upon retum from
FMLA leave 1o "key” employees if relnstatement would cause substantial and
grievous economic harm to the Office. The Office must provide written
notification to "key” employees of their status upon a request for FMLA leave.

XH, Emplovment of Spouses

Spouses employed by the same employing office may be limited ta a combinad
total of 12 weeks during a 12-month period of FMLA leave when the feava s
taken for the following purposes: (1) the birth and/or to care of a newborn child:
(2) the placement of a child for adoption or foster care; or (3) the care of a parent
who has a serious haalth condition.

Spouses employed by the same employing office may ba limited fo a combined
total of 26 weeks of leave during a single 12-month pericd for injured
servicemember caregiver leave.

Bl  Performance and Metit Reviews

Performance reviews may be de!ayea for a period equal fo the length of the
FMLA leave,

XV, Misrenresentation

Any employee who misrepresents the reasons for requesting FMLA leave may
be subject to disciplinary action, up to and including termination.

AV, Intimidation and Retaliation Prohibited

An employer may not use the taking of appraved FMLA leave as a negative
factor in employment decisions such as promotions or diseiplinary actians.
Retaliation of any kind is prohibited.
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CONFIDENTIALITY QATH

I'do solemnly swear (or affirm) that T will support and defend the Constifution of the
United States against all enewies, foreign and domestie; that I will bear true faith and aliegiance
to the same; that | take this obligation freely, withoat any mental reservation or purpose of
evasion; and that T will well and faithfully discharge the duties of the office on which [ am about

‘to enter. So help me God.

L further do solemnly swear (ot aflinm) that 1 will hold i contidence all confidential and
sensitive information of any kind in accordance with the Code of Bthics in Government Service
as gel forth in the House Ethies N[ﬂllll?‘ll; that T will nol use information coming to me
confidentially in the performance ol my official duties as a means for making private profit or
otherwise for personal gain or advantage, or to harm others; and that I will hold in confidence all .
matters involving internal legislative ot political strategy, personal information involving
constituents, the personal and professional lives of the Congresswoman and of co—l.vorlcers, el

information invalving the intemal operations of the Office,

PATED:

Employee Signature

L L PSS S —

Emnployee Name (ptinted)

Drogess: 1) Read and understand, 2) sign and date; 3} submit form to your.office Staff Assistant within 1 week of
hire.

Appendix 4
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EMPLOYEE REQUEST FORM FOR FAMILY
AND MEDICAL LEAVE

, tequest Family and Medical Leave,

This leave is pecossary for (check the option(s) which applies):

(1) The birth-and care of my child or for dn adoptien or placement
of a fosler child.

(2} To care for my spouse, child, or parent with a “serious health.
condition™, :

i A3)  Formy own “serious health condition” which renders me
unable to perform my job.

T am requesting that the leave begin on and [ expect

Teaye o continue until on or about

Y acknowledge that | have read the Family and Medical Leave Act (FMLA) information
contained in the Office’s Employee Handbook at pages 41-47, affirm that [ understand the .
contents of that EMLA information, and that I agree to comply with its terms.

DATED:

Eroployes Signature

Employse Name (printed)

Process: 1) Review and undarstand pgs. 41-47 of the Fmployes Handbook; 2) fill-out, date and sign; 3) sufanit
Jorn to thé Office Manager of least 30 days bafore leave beging {ar as otherwise sét forth on page 43).

Appendiz B
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EMPLOYEE LEAVE REQUEST FORM

Employee’s Name:
Type of Leave:

~
e’

Anmual Leave {pgs. 34-35)

Sick Leave (pgs. 34-36)

Religions Holiday (pgs. 34, and 36)

Bereavement Leave {pgs. 34; and 36)

Military Leave (pgs. 37-39)

Jury or Witness Duty (pgs. 34, 3% and 40)

Leave Without Pay (LWOP) (pgs. 34, and 40) .

Family and Medical Leave (pgs. 41-47} ~ Also submit FMT.A Request (Appendiz B)
Comp Time (pgs, 8-9)

Discretionary Additionut Time Off (pgs, 8-10}

P N AP M N T T T e W}
- N N ~ S v

Qlher;
Leave Request:
Beginning:  AM{()PM ()on . 520
Ending: AM( ) PM (Don L 20

Total number of hours (if the request is 2 hours of less) or day(s) requested:
Reason for Leave: '

Date:

Employee Signature

This Leave Requestis { ) Approved ( ) Disapproved

If disapproved, state the reason:

Supervisor’s Signature; ~ Date:

Process: 1) Review designated page of the Emplovec Handbooks: 2) fill-oui, dute and sign; 3) timely sudmit form 1o
YOUF SUPErVISOr, ‘

Supervisor: Complete the form and submit it lo your office Staff Assistant (even if disapproved),

Appernidix €
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OVERTIME PRE-AUTHORIZATION FORM

CONFIDENTIAL

s request

I, .

authority to work overtime,

Overtime Request:
Bepinning: AM{ ) PM( )on_
Ending _  AM( ) PM{( )on

Total nuniher of hours of overtime requested:

Reason Tor Overtime;

Date:

Employee Signature

Supervisor’s Signature:

This Overtime Requestis { ) Approved

if disapproved, state the reason:

() Disapproved

Traie:

Process: 1) Review pgs. 8-9 of Employee Handbooky 2) fill-out, date and sign; 3} timely subimis form to vour

StpLrvisar.

Stperyisor. Comgrlete the formr and subanit it 1o your office Staff dssistant (Ex-'eﬂ if disapproved).

Appendix D
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TRAVEL REQUEST FORM

i, . . réquest authority to ravel outside :
of my assigned dmtnct office area, and to seek reimbursement for those expenses from the

Office’s Member Represertationsl Allowance (MRA), because the primary purpose of my travel

is the performance of y official duties for the Oftice. )

Dates of Trave] Requested:

Begioning __ AM{)PM(j)on__ 20
Ending; _  AMA{) PM( )on ,20

Purpose of Travel Requested (e.g. ’.‘atten,d CRES training in DC):

Proposed Transpost Arrangements:

Transport Arvangements (include carrier name, flight 1D nwnbers, and all olher
identifying information, and cost, or attach 4 copy of the print-out of your
itinerary/proposed reservations, to enable the Office to assess und pay for approved
arrangements):

FPracess: 1) Review pgs. 12-14 of the Employce Handbook; 2) fill-out, date and sign; 3) discuss any cxpenses in

excess of those set forth at page 13 with the Depity Chief of SeaffiDistrict Director for pre-tppraved; ) submit forrm
to the Spokane Disirict Office Staff dssistant at least 30 days n advance of iravel (whenever possible),

Appendix E—pg. I of 3
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. Proposed Lodging Arrangements:

Lodging Arrangements (include provider’s name and reservationfhold mumbers, and cost,
or attach a copy of the print-out of your proposed reservations/itinerary, to enable the
Qffice to assess and pay for approved arrangements):

Proposced Rental Car Arrangements:

Rental Car Arrangerents (include provider’s name and reservation/hold mumbers; and
cost, or attach a copy of the print-out of your proposed reservations/itinerary, to ensble
the Office 1o assess and pay for approved arrangements)

Proposed Additional Expenses in Hxcess of $50,00 per day for food and why justified:

Proposed Additional Expenses i Excess of $50.00 per day for non-mileage, non-food related
expenses and why justified:

T acknowledpe that I have read the Reimbursement for Official Expenses sections of the Office’s
Employee Handbook, the Office reimbursement procedures, the Member’s Representational
Allowance sections of the House of Representatives Member’s Handbook, and both the Travel
and the Official Allowance sections of the House Fithics Manual; 1 aftism that T understand the
contents of those materials and I certify that this request complies with all terms therein,

Date:

Hiuployee Signature

Appendix I —pg. 2 of 3
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This Travel Request is ( § Approved in Full
( } Disapproved in Full .
( } Approved inpart, as follows, and is otherwise disapproved:

Stgied: 7 , . Date:
Deputy COS/District Director

Travel Arrangements Made Checklist for the Staff’ Assistant:
[ 1 Transport Paid:
[ ] Lodging Paid:
I 1 Rental Car Paid:
[ 1Other ____~ .

Signed: o Date:
Staff Assistant

Appendix E- - pg. 3 of 3
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Owr office is required to submit original forms and receipts whenever possible, in order to :
receive reimbursement. Reimbursement requests aze processed monthly, se please bold your ’
expense [orms and documentation until the end of each month for submission. i

Please read the following issued by the House of Finance:
APPLIES TO ALL VOUCHERS [RRESPRCTIVE OF SUBMITTING OFFICE

i
j
;
ORIGINAL RECEIPT/INVOICE REQUIRED: Whenever a Member, Officer, employee, ete, ;
- pays a verndor directly from personal finds (by cash, check, credit card, etc.) for roods o i
services rendered to a House office, th‘e voucher must be accompanied by the originel vendor ‘
receipt/invoice, showing “proof of pavinent. Ses “PROOF OF PAYMENT” helow.

LOST ORIGINAL RECEIPT/INVOICE: If the original vendor receipt/invoice showing payinen:
has been lost or destroyed or was not received, the individual submitting the expense for
payment nmst make a good faith effort to secure a duplicate copy of the receipt/invoice from the
vendor. Jf unable to secure a duplicate copy from the vendar, the expense may be documented by
providing proof of the good faith effort made (copies of correspandence, ete.) and proof of
payinent (see “PROOF OF PAYMENT” below).

A voucher not documented by an original receipt/invoice must be accompanied by:
1. A duplicate copy of the receiptfinvoice;
2. Proof of payment; :
3. A signed “certification memo" containing the following :(sce sample of certification
et} S ' '
a. Detailed descriplion of the expense
b. Date(s) on which the cxpense was incurred
¢. Amount of the expense, and
d. A certification memo to the effect: “In liew of an original receipt/invoice, T am
submitting the atlached documentation as proof of payment, This is the only copy
that will be sebmitted for payment.”? :

PROOF OF PAYMENT :
Proof of payment can e supported by (but is not lirnited to) credit card statements, banlk
staternents, and cancelled checks.

Appendix ' page |
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FINANCE CHARGES

The Office of Finance will not pay finance charges or other fees incunred on personal credit or
charge cards or personal accounts, To avoid finance changes and olher [ees, any obligation
should be timely paid by the submitting individnal directly to the card/account issuer, while the
individual seeks reimbursement fram the Finance Office.

lﬁﬂﬂﬂklallllllllﬂﬂﬂE!UIBUHHIH!EHBIMEHI_HSHBHHNHQBH-HINHBEBBﬂlﬂ"ﬂnﬂﬂl'ﬂﬂﬁhlﬂulHH!

MILEAGE FOR A PRIVATELY OWNED VEHICLE

If, in the course of performing your duties for the Congressional Office, you are required to use
your personal vehicle, you will need to complete a Travel Record of your mileage for
reimbursement, This form can be found on HouseNet by clicking first on the Financial Tab, then
doubde-clicking on the PDF US House of Représentatives Travel Record Privately Qwned
Vehicle listed towards the bottom in the Financial Forms box. The current rate of reimbursement
13 $0.48/mile. The date and points of travel are required, along with the number of miles each
way.

nnsnmnnmnunﬁn.a-nnnxnnuunauuzunnﬂuunngsunnn_uuunnnumuunn_sﬂmﬂkannua@:dnunaunnnmpun|

All receipts and/or mileage must be accompanied by an Expense Record Form,

Thisa form can be found on FHouseNet by clicking first on the Pinancial Tab, then double-clicking

on the PDF US House of Representatives Fxpense Record listed towards the boltom in the
Finaneial Fosins box. Gather your receipts and completed Travel Record, if applicable, before

* filling out the fortn, Print, sign and make copies of all documents before submilling the

ORIGINALS to the Staff Assistant.

Appendix F — page 2
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Expense Reimbursements and Bill Payments

Open alfseparate involcss  Prapars Expence Relmbursement Form

Stamp RECE[VEDvDate Bian and get suparvisor epproval
Verlty gxpanss & niflal NOTE: Al slaif complete menthly

STAFF ASSISTAMT

Enir involoe/Rembussement Req, inte CARS
Fropareg Voucher for House Finanes

W &is worichers o Houso Finunce

the15th.

File yender involces by vender
File Reirmbursément Retuest by Empleyea,

Hause Finance pave véndery and
ernployess atihe end of e2ch
monih for voushers recélvad by

60
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Sean irwiceivimh. Faq. save as pdf

Name: “nffice.verdér or nameinveice dale or &'

i.e, "Spokario.avista 12.01.09° ~ irvelce
“Sporang.condon12.01.58" — Bmb Teq.

Emalt to Distiet Staff Assistart by te ond of each

Margh.

ey gk,

STAFF ASSISTANT
Reconcilas payirants with rmenthly siatemant
Prepara raonthly fudgst regert for DCoS

Appendix F- page 3
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U.5. House of Representatives
Fxpense Record

Hounarahle:

Btako: Distrint
Btaifar:
St EIN:

Pate Exponsys Description ) Amount

Total Reimbnrsamentr ¥ :

E, the sndacnignaed, sbate thet the above axponsas were appraved sad iecurred
ag o regult ol the parformanee of oy duting for the Cangrestionsl Olfine.

Higned - Staffer; Dratay
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Honorahle:
Blate;
Traveler;

U.5. House of Representatives

Travel Record
Privately Owned Vehicle

Biafrict:

Ratet

Staff EIN:

Bate

Polints of Travel

!\Iiieﬂ Traveled

I, the undersipned, state that the ahove expenses wers approved and fncurred
sa a veenlt of the parfacmance of my duties for the Congreastons] Office.

‘Potal Mileage:

Total Redmbursament! 8

Bigoed - Btaffert

Prate:
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CAMPAIGN WORK AUTHORIZATION

I, , request authority to engage in
l .
catnpaign work (during the time that [ ao: not working in my official capucity for the Office) for. .

Name of Candidate:

Public Otfice Campaipning for:

Location of Campaign Office:

Your Duties as a Campaign Worker (Deseribe):

I acknowledge that 1 have read the Houge Bthics Manual with regard to the rules applicable to
nty campaign activities; I affirm that I understand the contents of those rulés, and T certify that
ﬁfill comiply with those rules.

Date:

Employee Signature

This Campaign Work Requestis { ) Approved in Full
{ ) Disapproved. in Full

() Approved in part, as follows, and otherwise disapproved:

Signed: - : _ Date:

C‘.’:wf of S’mﬂ’ or Dcpuiv Chief of ! ’S‘mﬁ?ﬂma et Director,

Appendix G
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CONFIDENTIAL )

OUTSIDYE EMPLOYMENT AUTHORIZATION

L -, Tequest authority to engage in employment

in addition to, and outside of, my smployment at the Office, The Outside employnent I intend
to engape in is:

Namne of Outside Ewployer;

Address of Outside Employer:

Phone Namber of Outside Employer:

Your Job Title and Duties for the Ountside Employer:

Date:

) Employee Signature

This Gutside Work Authorization Request is:
{ ¥ Approved in Full
{ ) Disapproved in Full

' ( ) Approved in part, as tollow, and otherwise disapproved:

Supervisor’s Signature: Date:

Procesy; 1) Review pgs. 10-11 of the Employee Handbook; (2} fill-ont, date and sign; 3) timely sibmii forin to the
Chigfof Staff '
: Appendix I

1
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ATTRIBUTES TO BEEVALUATED

5T

"ME DO UN | NA

Quantity of Work

The extent to which the emplayee aeu Umplwlws‘ ass:gned work arl mgets job
requirements on a timely basis,

Quality of Work
The extent tg which the employee s wark is well exacuted, thorough, and
qegurate.

Kunowledge of Job
The extent to wiich the amployes knovas and demonstrates oll phases of

assignad work, equiprient used in thely job, and knowledge of the wmpmb s
aned pur industry.

{ Covperation with Others

Tha exient to which the-cmployee gels along with others, including ulivnla,
coawarkers and manigess; shows dourtesy and canperation in dealing with

- others.

| Besponsiveness to Feedbaok

The extent fo which the employes canpositively receive and respond to
divection and feedback and pursue ways fe improve,

Adapts to Change

Tite extend to which the eniployee efectively initiates change and adapts to
ngcessary changes in operationss nof ted to old mathods when they are no
loprzer prociical.

Attendance, Refinbility aud Dependability
The axtent to which the emplovee denonstrales convistent alfendpnece and
arrivcu- on ta‘f?tf’. can be '.’apeuc!bd uyrm i he mzzikrbie jbr rvmﬁ assmes

Plamnng, .uni Or g.muatmml I‘.Ffemmiess

The gxtent to which the employes arranges thelr worlload for the most
gfftcient kancdiing and elimination of unnecessary activities, meets deadiines,
narages resources, follows through on assignntents, and sffsctively
balances tasks and priopitles,

Communicaiion

The extent to wilch the unp!uye(' effectively conveys iformation and zd’ws
io others; clarity of oral wad weitien conunynicntions,

Initiative and Creativily
The extent to wiich the employee is self-directed, resouraefil dnd creative in
meeting job obfectves; tukes inltiative In erocting or wodifying ideas,
mathods, and procedures o meet changing efromnstonoes or r}-s'.eds.

Problem Anslysis
The exteni fo which the emp,a}ee ean thoroughly analyze a.problem, wse

fogical and sound judgment in genavating alfernativey, eva luate risks and
hensgfity, seek outstde assistance when necessary, and choose a paptionfor
ecouise of aotion in a rimely mannar,
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Supervisory Ability/Leadership (if applicable)

The extant to witich the employes appliss sound prackives in exeenting
supervisory responsibilities; ereales resulfs through others; ability to tthe
charge and mofivate athers; ability lo coordinaie activities of others toward
achieving results throuph delesation and follow-up,

Personnel ¥Management (if applicable)

Tha extentto which the employen selects qualifivd applicants; plans for
L subordingtes are clearly stated; effectively evalunies and communicates
subordinates results, sirengths, and devefopment opportunitizs,

Yffectiveness Key:

ST — Strength/Excellent (5)

GO — Good/Above Average (4)

ME - Meeting Expectations {3}

DO - Development Opportunity (2)

UN — Unsatisfactory/Net Meeting Bxpectations (1)
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ETHICS TRAINING
THE DISTINCTION BETWEEN POLITICAL VS, CONGRESSIONAL ACTIVITIES !

Overview: Thereis a fine line between congressional activities and political activities.
Congressional duties are directly related to policy development, constitaent relations, and
casework. Political activities include anything relating to clections (excluding
govermment oversight and reform} and campaigning (e g financing and fund raising,
grassroots efforts, polling, et cetera). While you are in the office or engaged in your
duties for the Office, political activities are strictly probibited. While you are in the
office or engaged in your official duties for the Office, you should (politely) decline -
comment and behavior constitoting political activities and instead refer all sach questions

and requests to the Congresswoman's campaign office: Tared Webley, {5{}9) 6G24- -
oo forconeress.cont

Campaign activity rules in a nutshell:

1. Any and ail campaign activities:
a. Must be done outside of the Officeo;
b. on your nvm tie; and
¢, without using any congressional office resources;
2. No staff member may in any way be compelled ar requiret to do any
campalgn work; and

3, Nostaff member may make any finanecial conmbutmn to CMR’s
campaign.

Reasoning: 1t is unethical lo use congressional resources financed by the tax payer to the
benefit of an individual congressional member’s self-interest in re-election and/or for any
other campaign or political undertaking. Congressional members are public servants and

their ¢congressional resources must be utilized for the purpose of working for the public’
mteleat

Potential Consequences for Misuse of Congressional Funds: discipline, enforced
teimbursement of the funds, and criminal prosecution for vou and CMR,

*Note: There are other ethical rules that apply 1o your conduct while duly engaged in
campaign aclivifies; this memo is limited to sedting forth rules that upply while engaged
in your official congressional duties and in determining when yozt may ethically engage
i campaign activities.

Campetign Ethics

) f-Service .
July 2009 Page 1
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“Campaign Activities”

A, Delinition

“Anyand all campaign activities” includes re-efection activities {for CMR or
anyone else) and activities condueted for any political purpose.

Therefore, aclivities engaged in to recroit/encourage women to join the
Republica party and/or to seek a politieal office as a Republican party
member, constitutes “campaign aetivities™;

Bncouraging & constituent to support CMR’s position on pending legislution,

. orpersnading a constituent to CMR’s position on existing or proposed law, or

explammg CMR s reason for voting a particular way on a bill, are not
“campaign work”. But, advising 4 aonstiment to vote for CMR or other

candidate (federal, state or local) to carry that shared interest to DC {or

Olympia, or the City Council) is *‘campaign activities™.

‘The distinction is the focus: legislation (a congressional funclmn) vs, votes {a
politival fupction). _

Itis presumed that any activity funded to any extent By campaign funds s
campaign activity, evenif that activity is not overtly political in aature.

Documents and Materials.

No document or other materiel (including letters, news letters, press releases,
ete.) may be printed on official House stationary unless the content of the
muderials comply with the Franking Repulations. Franking prohibition
relevant fo campaign activities inchude

= The materials may not solicit political support;

»  The materials may not solicit financial assistanoe;

¢ The materials may not reference past or future campaigns or
elections, including election or re-election announcements, and
schedules of campaign relaled events;

« The materials may not contain campaign, hterature, campaign
pledges, or “excessive use” of party labels; and

o The materials may not contain any logo, slogan, masthead design,

of photo which is a facsimile of any matler contained in campaign
literature,

Campeign Ethicy . In-Service

Page 2
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* statement on legislative issues that are raised in the course of a campaign, i the

Campaign Etliics

July 2009
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This same rule applies to ndvertisements paid for by our Office, printed

naterials produced by our Office, and emails sent by our-Office, including
intra-otlice emails.

Distinetion: The Otfice may ulilize congressional resources to issue a

use of the congressional resources and the statement are confined to a
discussion of the fegislative issues. Make sure you oblain pre-approval from

your supervisor for any staterent that may be questionable or that you have
afny concerns about,

. Travel. . ’

Rule: The tiavel must have “the primary purpose” of Gonductmg official
business. Therefore, incidental campalgn or political activities may also
oceur on ihe ip,

The Test: No additional travel expenses may be incurred as a resnlt of the

campaign or pahtloa[ activities and the official t:ravel cannotf originate from or
end at a campaign event.

Exceptions.

a. Coordination of CMR’s Schedule: The Office scheduler may
coordinate with the canipaiga scheduler and may maintain an
integrated calendar {for intemal use only). This ig a limited, narrow
exception for the common sense purpose of facilitating the avoidance
of scheduling CMR to be two places at once. Therefore, it doesnot
extend to other “schedule” activities, e.g. the Office scheduler may not
make campaign-related travel arrangements, but may coordinate those
arrangeients with the campaign sehaduler.

h. Referrals: Letters, inquiries, solicitations, contributions, and the like
refated to campaign or political activities may be forwarded 1o the
campaign otfice (as opposed to retured to the sender) at the sole
expense of the campaign {e.g. the campaign must pay for the envelope,
the stamp, the long distance telephoue charges, etc.). Under the same
circumstances, the campaign office may forward congressional
materials or induiries to the congressional office.

¢ Providing Published Material to the Campaign: The Office may
provide the campaign office with any materials it has issved publicly
(e.g pross releass, speech, newsletters), but only if such provision
requireg-only a mlmmal amount of time and is madf: in a Hmited
quantity (generally a q_uan‘n’cy of oue),

In-Service
FPage 3 :
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Questionnaires, A questionnaive that is limited to legislative issues
and content complying with Franking Regulations may be answered
by the Office, even though the purpose of the questionnaire is to
determine endorsement issues by the requesting organization.

e. Non-partisan Foter Registration Materials: "The Office may make

non-partisan voter registration information available in the Office.
" This excludes actually registering the person to vote,

“On Your Own Time”

A, Definition

“On your own time’ means time during which you are entirely free to PUrsuc
your owe, individual interests. In our Office, ¢that ificludes your lunch hour,
after-work howrs, and time you are on leave status as set foﬁh iy pur
Employes Hdtldboak

B, Rules

1. CMR maynot adjust work requirements or add unpaid interns in order fo
create “free” time for the staff to do campaign activities.

2. 1f you work in the Office and also on the campaign (which you may do
only on your own time), then you must keep a detailed, written,
contemporaneous diary recording each segment of time you sperd on
official duties and each segment of time you spend on campaign activities,

3. The time spent on campaign activities puust be charged agninst your
accrued annual leave, promptly made-up to the Office, or deducted from
your compensation. CMR is required to ensure that cach employee
perfonns official duties commensurate with the compensation that
employee receives from the House, and therefore must adjust an
employee’s compensation for time owed to the Office for time spent on
campaign activities. :

Campaign Ethies ' In-Senvice
July 2009 . FPage d '
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“Without Using Any Coneressional Resources”

“Without using any congressional resources” means any congressional resources:
office space, office equipment (including computers, telephones, and fax
machines), office supplies (including copy paper and official stationary), office -
files (including the names and information contained in those files), research fles,
official mailing lists, staff time, ¢t cetera.

“Contribntion”
A, Definition

“Contribution” to CMR. 1usans any and ail “outlays” made on behalf of CMR,
including outlays that are inmediately reimbursed. This rule is “absolte”
(i.e. irrespective of volantariness, honest wish to contribule, or infention. that
the outlay is merely & momentary advanes for convenience purposes that is
immediately reimbursed). This rule includes “outlays” to purchase items for
the benefit of the campaign (a g. tickets {o v fundraising event; souvenirs
from the House gift shop to give as pifis to C’VlR’s wpporlus coffee and
domuts for the campaign office).

“Contribution” does not includé unpmd volanteer services by fhe employee
for CMR.’s campaign; you may vélunteer your time and talent to CMRg
campaign and not be in violation of the law which prohibits house employess
from making campaign contributions to their employing Member.

Violation of fhistule is also a criminal offense.
B. Excoptions to the “Absolute” Rule

1. Outlays an individual makes for his/her personal ravel expenses
" (including food, transportation and fodging) traveling on behalf of the
campaign, provided that the campaign promptly reimburses the travel
expense (60 days if incurred by credit card and 30 days otherwise) or
ihe individual’s outlays do not exceed $1,000.00 per election,

2. Up to §1,000.00 per election for food, beverages, and invitations for a
campaign event held in the individual’s home or in a church or
community center,

Campaign Ethicy
July 2008 . FPage §
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Use of computer equipment connected with internet activities used for

the purpose of influcncing a federal election.

Contributions to multi-candidate political groups {e.g. PAC or
Republican Congressional Campaign Committees), even though some
of the proceeds may be used by the organization to benefit CMR,
provided that you do not earmark the contribution for CMR.

There axe several other very detailed, very timited, very specific
exceptions, If you want to offer {on your own initiative and
voluntarily) a contribution to CMR’s campaign, you tmust get written,
pre-approval from me firat, '

In-Service
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ETHICS TRAINING
THE DISTINCTION BETWEEN POLITICAL V8. CONGRESSIONAY, ACTIVITIES

Overview: Thereis a tine line between congressional activities and political activities.
Congressional duties are directly related to policy development, constitnent relations, and
casework. Political activities includs anything relating to elections (excluding
government oversight and reform) and campaigning (e.g. financing and fund raising,
grassroots efforts, polling, et cetera). While you are in the oftice or engaged in your
duties for the Office, political activities are strictly prohibited. While you are in the
office or engaged in your official duties for the Office, you should (politely) decline
comunent and behavior constituting pelitical activities and instead refer all such questions

and requests to the Congresswoman’s campaipn office: Jared Webley, (509) 624- il
o2 th s forconuyess. com.

Campaign activity rules in a nutsheli;

1. Any and all canspaign activities:
2. Must be done ontside of the Office;
b. on your own thme; and
¢, without using any congressional office resources;

2, Nostaif member may in any way be compelted or required fo do any

. campaign worl; and '
3. No staif member may make any finaneial contribution to CMR’s
. campsaipn,

Reasoning: [tis unethical (o use congressionel resources financed by the tax payer to the
benefit of an individual congressional member’s self-interest in re-election and/or for any
other campaign or political undertaking. Congressional members are public servants and

their congressional resources mast be utilized for the purpose of working for the public
interest. :

reimbursement of the funds, and eriminal prosecution for vou and CMR.

*Note: There are other ethical rules that apply to your conduct while duly engaged in
campaign activities; this memo Is limited to setting forth rules that apply while engaged
in your official congressional duties and in determining when you may ethically engage
in campelgn activities. .

-Campaign Eihics ' In-Service
July 2009 Page |
CMROCE-0310
_ A

13-0906_0211




CONFIDENTIAL

“Campaign Activities”
A. Definition

“Any and all campaign activities” includes re-clection activifies (for CMR. or
anyone ¢lse) and activities conducted for any political parpose.

- Thetefbre, activities engaged in to recruit/encourage women to join the
- Republicau party andfor to sesk a political office as a Republican party
member, constitutes “campaign activities™;

Encouraging a constituent to support CMR’s positiod on pending legislation,
ar persuading a constituent to CMR s position on existing or proposed law, or
explaining CMR’s reason for voting a particular way on a bill, are not
“campaign work”. But, advising a constituent to vote for CMR or ofher
candidate (federal, state or local) o carry that shared interest to DIC (or
Olyrapia, or the City Council) is “campaign activities”,

The distinction is the focus: legislation (a congressional function) vs, votes (a
political function), '

It is presumed that any activity funded to any extent by campaign funds is
campaign activity, even if that activity is net overtly political in nature,

B. Documents and Materials.

No document or other material (including latters, news letters, press releases,
efe.) mey be printed on official House stationary unless the content of the

" matesials comply with the Franking Regulations, Franking prohibition
relevant to canipaign activitied include:

o The materials may not solicit political support;

o The materials may vot solicit financial assistance;

¢ The materials may not reference past or future campaighs or
elections, including election or re-clection anmouncements, and
schedules of campauign related events;

o The materials may not conlain campaign literature, campaign
pledges, or “creegsive use” of party labels; and

o The materials may not contain any logo, slogan, masthead design,
or photo which is a facsimile of any matter contained in campaign
Hiterature,

Campuisin Ethics
July 2009 . Page 2
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This same rule applies to advertisements paid for by our Qffice, printed
materials produced by our Office, and emails sent by our Offive, including
intra-office émails.

Distinction: The Office may utilize congressional resources to issue a
statement on legislutive issues that are raised in the course of a carnpaign, if the
use of the congressional resources and the statement are confined to a
discussion of the legislative issues. Muke sure you obtain pre-approval from
your seperviscr fof any statement that may be questionable or that you have
any concerns about, o

Travel,

-Rule: ‘The travel must have “the primary purpose” of conducting officizl
business. Therefore, incidental campaign or political activities may aiso
oceur on the trip,

TheTest: No additional travel expenses may be incutred as a result of the
campaign or political activities and the official travel cannot originate from or
end at & campaign event. '

Exceptions.

8. Coordination of CMR s Schedule: The Office scheduler may
coordinate with the campaign scheduler and may maintain am
integrated calendar (for internal use onty), This is a imited, narrow
exception tor the common sense purpose of facilitating the avoidance
of scheduling CMR to be two placed at once. Therefore, it does not
extend to other “schedule” activities, e.g. the Office scheduler may not
muke campaign-related travel arrangements, but may coordinate those
atrangerments with the campaign scheduler: ‘

b. Referrals: Letters, inquiries, solicitations, contributions, and the like
related fo campaign or political activities may be forwarded to the
campaign office {as opposed to réturned to the sender) at the sole
expensc of the camipaign (e.g. the campaign must pay for the envelope,
the stamp, the long distance telephone charges, etc.). Under the same
circumstanees, the campaign office may forward congressional
materials or inquiries {0 the congressional office,

. Providing Published Material to the Campaign: The Office may
- -provide the campaign office with any mederials if has issued publicly
(e.g. press release, speech, newsletters), but only if such provision
requires only a minimal amount of tiime and is made in a limited
guantity (generally a quantity of one).

Campaign Ethics In-Semdice

July 2009
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d. Questionnuaires. A questionnaire thal is limited to legislative issuas
and content complying with Franking Regulations may be answered
by the Office, even though the purpose of the questionnaire is to
determine endozsement issues by the requesting organization.

el

Non-partisan Voter Registration Materials: The Office may make
non-partisan voter registration information available in the Office,
This excludes actually rogistering the person to vote.

“On Your Own Time”

A, Definition

“On your own time” menns time during which. you are entirely free {o pursue
your owen, individual interests. In our Office, that fncludes your lunch hour,
after-work houss, and time you are on leave status as set forth in our
Employee Handbeok,

B. Rules

1. CMR may not adjust work requirements or add nnpald interns in order to
- ereate “free” time for the staff to do campaign activities.

2. H you work in the Office and also on the campaign (which you may do
only on your own time), then you must keep 2 detailed, written,
contemparancous diary recording each segment of time you spend on
official duties and each segment of time you spend on campaign activities,

3. The time spent on campaign activities nrust be charged against your
accrued apnual leave, promptly made-up to the Office, or deducted from
your compensation. CMR is required to ensure that each coployee
performs official duties commensurate with the compensation that
employee receives from the House, and therefore must adjust an
employse’s compensation for time owed to the Office for time spent on
campaipn delivities.

Campuign Ethics < : In-Service
July 2062 ' FPage §.
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“Without using any congressionaf respurces” means any congressional reseurces;
office space, office equipment (including computers, telephones, and fax
machines), office supplies (including copy paper and official stationary), office
files (including the names and information contained in those files), research files,

official mailing lists, stafftime, et cetera.

“Confribution”

A. Definition

B. Exceptions to the “Absolute” Rule

“Conlribution” to CMR means any and all “outlays” made on behalf of CMR,
including outlays that are immediately reimbursed. This rule is “absolute”
(i.e. respective of volhuntariness, honest wish to contribute, or intention that
the outlay is merely & momentary advance for convenience purposes that is

+ immediately reimbursed), This rule includes “outlays® to purchase items for

the henefit of the campaign (e g. tickets to a fundraising event; souvenirs

from the House gift qhop tor give as yﬁﬂ to CMR’s supporters; coffes and
donuts for the campaign oftice),

“Centribution” does not include unpaid, volunteer services by the employee
for CMR’s campaign; you may voluntesr your time and talent to CMR’s
cantpaign and not be in violation of the law whick prohibits house employees
from making campaign contributions to their employing Member,

Violation of this rule is also a criminal offense,

1. - Outlays an individual makes for his/her personal travel CRpenses
(including food, transportation and Indging) traveling on behalf of the
catpaign, provided that the campaign prompily reimburses the travel
expense (60 days if incusred by credit card and 30 days otherwise) or
the individual’s outlays do not exceed $1,000.00 per election,

2. Upto $1,000.00 per election for food, beverages, and invitations for a
campaign event held in the individual’s hotne or in a church or
cornmunity certer. :

Campaign Ethics -Service

July 2009
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3. Use of compaiter equipment comnected with internet activities used for
the purpose of influencing a federal elsciion.

4, Contributions to multi-candidate political groups (e.g, PAC or
Republican Congressional Campaign Cotmimitiees), even though some
of the proceeds may be used by the organization to benefit CMR,
provided that you do not earmark the contribution for CMR.

5. There are several other very detailed, very limited, very specific
exceptions. If you want to offer (on your owrn initiative and
voluntarily) a contribution to CMR’s campaign, you must get written,
pre-approval from me first. '

Campaign Ethics In-Service
July 2009 Page 6
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REQUIREMENTS

Ethics tratning compliance Is the responsibility of each employee
Every new employee must complete basie ethics training, within 60 days ofhire.

Bvery existing employee must complete one hour of continuing eduention ethics training each
year.

If you are a new employee, your initial one hour will also satisfy your continuing educatlon
requirément — i.e. you need only complete one hour of training per year,

All on-line ethics training is begun from the HouseNet site: Click on the “personnel” tab; then
cligk on “Ethics Training”; then click on the “houseconnect” link contained in the Online Ethics
Training section. This will take you to the CAO House Learning Center page, where you will
log in using the same user name and password as for the Office computer. You will then be at
your personal records page with links for on-line ethics training,

All live ethics training must be pre-registered for. To pre- register, go to the HouseNet site;
Click on “parsannel’ tab; then click on “Bthics Training”; then elick on the ¢ reg;sterme” link
contained in the Live Ethics Training section. You will then be at the CAO registration page.
Keep in mind that some general CRS seminars contain an ethics segment that will satisfy your
annual ethics training requirement. To prove it, make surs you sign in and stay for the whole
CRS program, and receive a certificate of attendance by email after the serminar — if you can't
prove it, then you'll have to do at least the ethies portion again,

New Employees:

For DC staff, the initial training MUST be at a live, in-person training session, Proof of
attendance for the ouse (CAQ) is by pre-registration for the event and completion of the sign-in
sheet at the live presentation. Be warned that if you atrive late and miss the sign in peried, you
will not receive credits, After the event, the CAO will send you an email confirming your
attendance. Please forward that email to the Distriat Office Staff’ Assistant, who will place it in
your personnel file for proof of attendance for the Office, and alse include in your email the date,
name and location of the training session you. attended.

TFor district office staff, the initial training may be completed on line. The program runs for
about ene hour, and you may pause and return to it af any time. After you have watched the
entire-ethics training program, the House system will automatically designate you as having
“completed™ (aka “true”) the new employee’s ethics training, For compliance verification for the
Office, please print the status page (te. the “true™ “false” summary page), date and sign it, and

* get it to the District Office Staff Assistant for your personnel file.

S:drive/OfficeFarms/ ersonnel/infosheet — ethicstraining

CMROCE-0316
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All Employees - Annual Training:

There are two ways to satisfy your annual ethics training requirement,

[. _Live. Attend alive ethies training session in DC. Many training classes
include an hour of ethics, so check the syllabus fo see if another training class will also satisfy
your anmual ethics requirements. Verification of completion for the Hlouse is by the sign-in sheet
at the live session, which will be followed-up by a confirming email. If you do not receive this
email from the confinming your attendance at the training, and satisfaction of your annual ethics
requirements, you need to timely follow-up with CAO. Note that if you are late to the session,
and miss the sign-in sheet, then you will not get credit for attending. Verification of completion
of your annual ethies training forthe Office is by forwarding/attaching the afttendance
confirmation email from {he House to.the District Office Staff Assistant, and including in your
cover email the date, time, location, and name of the ethics training session attended.

2. _On-line. Go to your personal on-line CAQ House Leaming Center page. Select the
ethics training module you wish to view. The program runs for about one hour, and you may
panse and retom to it at any time (incloding days/weeks later). After you have watched the
entire efhics training program, the House system will astomatically designate you as having E
“completed” the annual ethics training, For verification of compliance with vour annual ethics F
requirements for the Office, please print the status page (i.e. the “truc™/ “false” summary page), i
date and sign it, and get it to the Office Manager for your personnel file. E

SENIOR STAFF

“SBenior Btaff” is defined as individuals with a salary at or above $119,953.60 for 60 days or
more for the calendar year.

All new Senjor Staff members musi complete the “new émployee” basic ethics training class,
Plus ag addifional hour of ethics training, addressing issues applicable to semior staff, Follow the
same directions as non-sentor staff, and include in your pre-registration an additional hoor of
senior stall training,

All existing Senjor Staff members must complete “existing staff” annual ethics training, plus an
additional hour of ethics training addressing issues applicdble to senior staff once per Congress.

CMROCE-0317
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ACKNOWLEDGMENT OF RECEIPT OF
EMPLOYEE HANDBOOK FOR THE
OFFICE OF CONGRESSWOMAN CATHY MCMORRIS RODGERS

| acknowfedge that | have réceived a copy of the Employee Handbook for the
Qffice of Congresswoman Cathy MeMorris Rodgers, (hereinafter refarred to as “the
Office”) and that 1 have read and understand the contents of the Handbook. |
understand the Handbook is intended to pravide me with general information about
- policies and procedures of the Office that govern my employment,

1 acknowledge and understand that smployment with the Office is atwill and that
ali amployees sarve at the plaastre of the Office. Accordingly, [have the right to resign
_from my position at any tme, and the Office can terminate my employment refationship,
with or without cause, or with or without notice, at any time, excepl, of course, the Office
cannot lerminate my employment for discriminatory reasons in violation of applicable
federal law. | understand that by signing this Acknowledgment | do not walve my tights
under applicable federal faw,

1 also understand and acknowledge that the Office may uriilaterally change or
revize, with or without nofice, its policies and practices, and such changes may affect
the benefits provided thereln. Moreover, | understand and acknowledge that the

“cantents of employee handbooks, parsonnel manuals, benefit plans, policy statements,

and the like as they may exist from tima-to-tims, or othar employment practices, shall

. not seive to create an actual or implied contract of smployment, orlo confer any rightta
rermain an employee of the Office, or otherwise to change in any respect the

ermpioyment-at-will refationship betwaen the Office and myseli,

I acknowladge that no one in the Office is authorized to make exdaption to this

undarstanding, except Congresawoman Cathy McMortls Rodgers, who mustdo soin
writing ta be effective,

&/ 50 fin

(Date) 7

Processz: 1} Reod and understond; 2) sign and date; 3} submit form to your office Staff Assistant within | week of
hire, ’
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Employee's Name: _Shaushnessy Murphy”
Type of Leave: : '

(X). Annual Leave (pgs. 34-35)

} Sick Leave (pas, 34-36)

() Religious Hollday (pgs. 34, and 36)

3 Bereavement Leave (pas. 34, and 36)

() Military Leave (pps. 37-39)

[} Jury or Witness Duty (pgs. 34, 39 and 40)
Leave Without Pay (LWOP) (pgs. 34, and 40)

Discretionary Additionat Time O (pgs, 8-10)
Other

Ly~ o o e,

}
()
3 Comp Time {pes. 3-9)
}
)
[

Leave Reguest:

Beginniog: $:45 . AM (X YPM () on March 24, 2011
Ending: 53 AM{ ) i {‘\)on March 34,2011,

B S

Total aumber of liours (if the request {5 2 howrs of less) or day(s) requested:_4 days

Reazon for Leave: Vdcm.:(m 7

Family and Medical Leave (pys. A1-47) - Also subinit FMLA Request (Appendix B)

saeper,

......

Date: W// | - f/ M»

Wﬁau;&

This Leave Reques tiS(“ngm:Hmwd ( )y Disapproved -

I digapproved, sate the reakon:

Date: € 2 "".f"*;":”:;’i?f'!

pd
. % '
Supervisor's Szgnmure:mjﬁ,ﬂ{{&éf

frogess: 1) Reviaw dusiguaied page of the Emploves f farrdbooksy 2 fill-and, date aud wign: 3 thnwle subintt firer 1o

YRUE SUFCIYISOr,
Stpervisnes Cumplete the for and salanil 7 o your offive StyfFlssistuns foven i disenprovud),

Appendte
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N L o : ) " .
Supervisor’s Signaeire: zJ;AA /M paes_ {7 / L5 / 2819

CONFIDENTIAL.

EMPLOYEE LEAVEREQUEST FORM

Employee’s Name: ____h.%mm._,j b"\uq}w
Type of Leave:
- Annual Leave (pgs, 34-335)
Sick Leave {pps. 34-36)
. Religious Holidey (pgs. 34, and 36)
Bereavement Leave (pgs. 34, and 36)
Military Leave (pgs. 37-39)
Jury or Witness Duty (pgs. 34, 39 and 40)
Leave Without Pay (LWOP) (pgs. 34, and 40)
Family and Medical Leave (pgs. 41-4'?) Also submit FMLA Request (Appendxx B)
Comp Time (pgs. 89)
Discrelionary Additional Time Off (pgs. 8- 10)
Other :
Leave Requaest;

Beginning: _/2/ee  AM() PM (¢ on Qﬁ@mmfk? 20 re

Ending.  _ goc AM() PM on 28 20 oL

Tolal number of hours (if Lhe request is 2 houfs of Iess) ur day(s) requssted: o & a"g?g .
Reason for Leave; ‘

‘8

M‘” PN Eff‘.«; Il Y

Date:_¢z./" 1.3,/@

) .
This Leave Request is (\d; Approved () Dlisapproved

If di—Sappmved. state the reason;

——ann

Progess; 1) Review designated page r,sf:he Emp(oyee Handbooks; 2) fitl-ars, date and sign; 3) timely substit form 1o
yaur SupRrvYiser.

" Superyisar: Complete the form and submit it to youwrofftce Staff Assisiant (evan f disapproved),
Appeidix G
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I LV B
IR
EMPLOYEE
hcaig f
Emploves s dame: w0 has J (»WM (“kux u‘"b{rk f N S

Tape of beaves )

a7 Annual Leave {pgs, 133)
Sick Leave (pes, 34-36)
Religious Holiday tpas. 34, ond 36)

-

|
!
b Bereavement Leavs (pgs. 34, and 36)
]
)

— -

Military Lenve (pog. 37-3%
Jury or Withuss Doty {pas, 34, 39 and 40)
v Leave Without Pay (LWOUS (pos, 34, and J10)
Family and Medicud Leave {pgs, 4147 - Also sulmsit FMEA Re great {Appendiy B
Comp Time (pras. 8-9)
Piscretiomery Additona] Tiae QUF {pys, 8161
Other o

Leave Reguest:

§
{
{
[

R e

T s S i At L IR LIS AL S e ST A e e ettt e s mmim A ohmmasm ot aere

Beginning:  AMCYPM () oo
Ending: \’\[g P EM (T

Towt nwmber of lowrs (i e reguesl i 2 hotrs of Toss
Rewson Tor Leaver S0 flg fugof

P A 7 ot
. I%L ,__% //M‘ et st r{’ .'3.-..,..

‘mphww@ Siaf

This Leave Reguest 13 {>{} Apprnved () Disapproved

I disapprosed. state the resson;

T N P batn e i e e S b e s b Ty

iy .... TR ASRA L SM e % e e e e o8 S L M o b ke gt e e et

Supervisor’s ;‘Sif_gn:u'gu'c: _g rmﬂ—) ( torne e’ _%ﬁ*_-wﬂ_._ﬂ_,hﬂj_)u.{:a: o | 1] 16

Lreenss B Boshew devignan of paive o e Bmaptavee [indboolb ) g, dive cond gign: 32 imeds subasii b 1
ULy T i )

b Complen the form and giesdt 6 g vene offioe St saivioan fevea Hif:{!l‘l}‘ prreveed,
Appandiz &

£ ’3

[ 2%
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CONFIDENTIAL

¢ \\zi’\lkr’\ \‘.{H\E\ AUTHORIZATION

1. . «._,}«.’.a‘?..,,_ﬁ—’,—:?r::.r& s ._-:'_if_‘,i-'x; 1 ,‘;:._Jg. B _odeguest .lh(]h\l*[\ {0 Qi in
: . *: R

campaigr work (daging te time that am oot \-.mkmts mmy olticinl capacity (o thy O tice) for:

—w-w.

Ol

Name of Candidater iy _é adie

Public Office Campaigning for___ 1S Seo € e
Location of Campaign Office: f;_;; M.‘.iw N

Yo Duries 25 2 Campalgn Worker { Desceribe): 3, wil?

. —
B Ry A

[ —— [T, - MRt Rl 4 gt e by e o 1w e e - s -
R LT R T ~ R T - e s e —

.‘t,kx onledye kh at lu ve read Hhe E{mm [ L%HL\ Ml with lmamd ta H,cm?u *ppi'ml;h. [
my campaiga petivities; Luffirm that | understand the contents of those rales. and | wnrtffy thwt

wil} comply with those rules,

AT

Ay i ‘—*‘J\

Dister: f ? SO T, o IR S
wmuire S

This Compaign Work Request is f}(ﬁ Appraved i Full
i [sapproved in Foil

(3 Appreved in purt, ss bllows, and otharvlse disappron ed;

sk Ty © Col B e e

lra:

Chicl

s b Hewdne pygs 204 2 nf el Bngddoves Heielbaolks 35 @f-ont, dade and stuns 35 thane fv vstbwds fori o

aff oo Lhepmety Chicl ef S Distrlet Eifreeton,

dppondin ¢
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